SIERRA COUNCIL/LEAGUE

Suggested Guidelines for Officers

September 7, 2003

President

The duties and jobs of the office:

1. Responsible for the general direction of the Council/League

2. Presides at board, general, and special meetings

3. Provides an agenda for both board and general meetings

4. Appoints with the approval of the Executive Board, all Special Committee Chairpersons and serves as an ex-officio member of all such Committees

5. Maintains communications and support with board members and member clubs

6. Writes news articles for newsletter, Councilman, and Skiers’ Guide

7. Plans, organizes and produces the annual “Awards Picnic” general meeting

8. Plans, organizes and produces the Sierra League race practices

9. Represents Sierra Council/League at all FWSA Board Meetings

10. Writes quarterly reports for the FWSA Board Meetings

11.  Officers and committees will report to the President

Vice-President’s Job Description

The duties and jobs of the office:

1. Assists in coordinating Council/League activities

2. Presides over the board and general meetings in the absence of the President

3. Assumes the office of the president until the end of the current term if the office is vacated

4. Chairs the nominating, Man and Woman of the Year, and safety committees

5. Maintains a current inventory of all Council/League property

 Treasurer’s Job Description

The duties and jobs of the office:

1. Maintains financial reports and statements

2. Makes deposits, balances statements, and distributes funds

3. Files the annual report for Non-Profit Corporations

4. Oversee the completion of the League / Council tax return for his / her term of office

Responsible for collection of race fees on race days

Secretary’s Job Description

The duties and jobs of the office:

1. Records and distributes minutes of all Council and League meetings

2. Attends to all routine correspondence of the Council / League

3. Maintains Council / League records such as Constitution, By-laws, policies and procedures, logos for Sierra Council / League and all member clubs

4. Maintains all council forms such as the Waiver and Release Form, Conduct Policy, Confidentiality Agreement, and Fam Trip form

5. Maintains a database of members 

Newsletter Editor’s Job Description

The duties and jobs of the office:

1. Collect articles and manage the design and creation of the newsletter

2. Coordinate and manage the printing, folding, labeling, and mailing of the newsletter

3. Collect and maintain the Sierra League / Council waivers

4. Maintain and update Sierra League / Council database and E-mail tree

VP of Travel’s Job Description

The duties and jobs of the office:

1. Responsible for all League / Council trips and clinics

2. Develop all League / Council travel, clinics, and budgets for approval by the Board of Directors

3. Work to develop trip leaders and coordinate and promote trips and clinics

4. Plan, organize, and produce the annual “Holiday Party” general meeting

Web Master’s Job Description

The duties and jobs of the office:

1. Manage the design and creation of the web site

2. Maintain and update the web site

3. Update the registration of the domain name 

Head Gatekeeper’s Job Description

The duties and jobs of the office:

1. Solicit and train all volunteers for gatekeeper, starter, and finisher for all Sierra League / Council races

2.  Collect race tickets on race day

3.  Assign gatekeepers observation locations to insure that all gates on the racecourse are covered

4. Post all DSQ’s within thirty minutes of the racecourse closing

5. Maintain supplies of gate keeping cards and finish sheets for gatekeepers and finishers

6. Collect and collate all gate cards and finish sheets and deliver them to the statistician on race day in a timely manner

Statistician’s Job Description

The duties and jobs of the office:

1. Develop and maintain Sierra League / Council race program

2. Produce a start list on race day and distribute it to the mountain before the race and collect it after the race

3. Handicap race results on race day

4. Maintain a two year race result, racer handicap, and racer strike history

Racing Chair’s Job Description

The duties and jobs of the office:

1. To assist in all aspects of coordinating and expanding race related activities

2. Set up the season’s race schedule and when possible coordinate with the Race Chairs of Open and Singles League and Masters

3. Negotiate race fees with mountains

4. Attend all races and/or appoint a qualified person to run them with committees to assist

5. Supervise race committees such as, but not limited to:   Start Registration, Assistant Treasurer, Gatekeeping, Race Results, Awards

6. Maintain inventory of race bibs and trophies

7. Represent Sierra League at the annual FWRA Board of Directors’ meeting in August

8. Serve as Sierra League’s representative in the Protest meetings at NorCals and FWRA Championships

9. Author a monthly article for the newsletter

10. Attend all board of director, general, and special meetings

11. Attend the FWSA Convention to represent Sierra League at the FWRA meeting

