



Cabarrus Quilters Guild – Job Description President
Term:  Two years
Purpose:  The primary function of the President is to set the tone for the entire guild. 
Structure:  
· Preside over all Board, Executive Board  and General Membership meetings 
· Head the Executive Board and holds a monthly Executive Board meeting
· See Executive Board Job Description
· Serve as an ex-officio member of all committees
· Utilize  the power to sign checks on behalf of the Guild
· Identify a chair for each committee of the Guild  
· Distribute all Job Descriptions, By-Laws and Standing Rules along with budget amounts as appropriate
· Work collaboratively with the Vice-President in managing the guild, discussing issues that arise, and creating the agenda for the monthly Executive Board meetings
· Obtain a working knowledge of all committee activities.  The Executive Board  as outlined in the organization chart monitors each committee, offering help and advice as needed, especially the committees which have the greatest effect on the guild, i.e., Quilt Show, Raffle Quilt, Programs, Membership, and Treasury. 
· Take and consider suggestions from all members under advisement
· Write the “President’s Message” section of the newsletter and submits it to the newsletter chair
· Go to Pinnacle Bank with the Vice-President and Treasurer to sign new signature consent forms for Guild Bank accounts at the beginning of their term.  Bring a copy of the meeting minutes stating their positions or a letter from the current President or Treasurer stating the change.
· Ensure that  the meeting location room is open at 6:00 pm and oversee/ ensure the set-up and clean-up of the room 
· Complete an expense reimbursement form within 30 day of incurred expense, give completed form to Treasurer for reimbursement
· Hold a  training session for new board members on bylaws , job descriptions, and Robert's rules of order at the beginning of their term
· Facilitate the Business meeting in January which will include the presentation and vote of the new Guild budget.
· Serve as a non-voting advisor to the new board for up to one year. 
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