NMQA President -- Job Description

	Primary Responsibilities
	Calendar of Activities
	Activity Detail

	While President Elect:

Negotiates, list dates, signs contracts for Membership Meetings, Board Meetings with building managers

Writes Presidents Corner article/letter for handbook/roster

Arranges information sent to handbook/roster preparer

Writes Quilters’ Quill Article
	October of year before assuming responsibilities of President

December of year before assuming responsibilities of President

December of year before assuming responsibilities of President.
	Membership Meetings: Contact Beth Horan, UNM Continuing Education: 277-2527, calendar of meetings will be agreed to, 4th Monday except when the 4th Monday falls on a National holidays in May, Nov. and Dec.  Check meeting dates with Programs Chair

Board Meetings: (first Monday in January, March, May, July, Sept, Nov. Dec.)

Send article, information to roster/handbook preparer.
Send article to Quill writer

	Presides at Board and Membership Meetings


	Membership, monthly.
Board, January, March, May, July, Sept., Nov., Dec.
	Membership Meetings: Shall prepare agenda for each meeting; at day meetings, give copy of agenda to Parliamentarian and Secretary, post agenda at meeting; 

Board Meetings: Shall prepare agenda for each meeting, email copy of agenda to Secretary, make copies for distribution at meeting, ask Secretary to email agenda to Board prior to meeting (may send draft agenda to Executive Committee for comment)

Coordinate with Program Chairs

	Shall be bonded; is signatory on all bank activity, checking, CDs, Savings, etc. 
	January
	Choose 4 other Board members who are listed on the Dishonesty Bond; all signatories need to go to banks for signature changes in January; 
NMQA required 2 for signing checks

	Appoints Parliamentarian and Ad Hoc committees as needed
	January and on going
	Announce appointments to Board

	Reviews laws, including Raffle Regulations
	January and on going
	Important to know that we qualify under the Bingo and Raffle Act, under the definition in section 60-2F-4(Y) of the Act. This qualification means that we do not have to get a license and we can conduct 4 raffles per year, three months, 90 days apart.

	Confers with Board of Directors 
	January and ongoing
	Always keep President Elect informed; keep Board, especially Executive Board informed

	Is administrator of NMQA: carries out, acts upon, enforces decisions of the Board
	January and ongoing
	As administrator, requires that Board decisions are carried out, by delegating to appropriate committees, officers, etc.

Receive mail from Corresponding Secretary

Receive/reviews monthly bank statements

	Informs membership of decisions made and actions taken by Board
	January and ongoing
	Inform membership via Quilters’ Quill, via memos send by email for time sensitive issues

	Communicates with Board and membership 
	March, May, July, Sept., Nov. write article for Quilters’ Quill

As needed
	Actually articles are written the month before the Quilters’ Quill is published; 

Send letters, reminders, memos as needed

	Convenes Audit Committee

Contacts Sec of State office as to the updates of officers and files by May 15

Follow up with IRS Tax return


	 January or at any time should Treasurer resign

May 15 deadline
	See By Laws: Article IX, Sec 3, “A Chair appointed by the President, the President Elect, Member-at-Large, and one other member appointed by the Chair examines all financial records of NMQA in January of each year and certifies the records are complete and correct.”

See Sanding Rules: “AUDIT:

1. An independent audit will be performed in odd numbered years 
2. The report will be reviewed by the Board and will be published in the Quill.

	Serves as ex-officio member of all committees
	January and ongoing
	Keep an eye on all committee work; be aware of progress on any issue

	Maintains accurate records and stays within approved budget
	January and ongoing
	Stay in close contact with Treasurer

	Supervises all aspects of major fundraising, especially Balloon Fiesta/Balloon Quilt activities
	January and ongoing
	January: Present current year Balloon Quilt. Confer with Balloon Quilt Raffle Ticket Sales Chair.  .
Confer with Balloon Fiesta Chair regarding October’s Balloon Fiesta’s planning and organization.
Note: all actions involving Balloon Quilt construction, raffle ticket sales, work at Fiesta, etc. are extremely important. The effort represents the huge majority of NMQA’s budget. As such careful supervision of all functions by the President is mandatory.



	Supervises any quilt shows involving NMQA, Fiber Arts Fiesta, etc. 
	February and ongoing
	Confer with chairs regarding any shows; carefully scrutinize budgets

	Meets with President Elect to inform about his/her responsibilities; 

Inform and Emphasize State Fair/Expo NM Responsibilities
	January or February

Every month 


	Review contents of President Elect’s file

List all State Fair duties, contract for fair judge, supervise Challenge Show.

Every month check with Pres. Elect to ascertain progress of State Fair responsibilities



	Communicates with Nominating Committee Chairman
	June and ongoing / or when elected
	Make sure Nominating Committee has started recruiting officers/standing committee members so slate is completed by November membership meeting

	Assists with all activities at State Fair
	September
	Assist Pres. Elect, with all aspects of state fair, Challenge judging and hanging.

	Advises Pres. Elect to contact and contract for meeting place for membership meetings and Board meetings (see first item above)
	October
	See first item above

	Takes part/assists in all aspects of Balloon Fiesta

Draws name of winning raffle ticket for Balloon Quilt 
	October

October, last day of Balloon Fiesta
	Assist with Balloon Fiesta booth, serves in any capacity as needed

Will be on TV for drawing at about 8:30 or 9:00 AM (time is up to KOB, Channel 4)

Contact winner

If possible, arrange for winner to be at Oct. membership meeting to receive quilt 

	Reviews current year’s budget

Ascertains budget needs for following year

Arranges and conduct Budget Committee for budget for following year

Presents completed budget to membership

Publishes budget 


	July

October

November
January of following year

January 
	Work with Treasurer to ascertain budget needs or changes.
Request budget projections/needs for each committee and officer.
Budget Committee: President/Chair, Pres. Elect, current Treasurer, Treasurer elect, one other member appointed by chair.
Present completed budget to membership at January business meeting, arrange to have budget published in Quilters’ Quill 
.

	Organizes Balloon Quilt Design Contest  -  for completion of Quilt at beginning of calendar year of Fiesta

	 January

	Publish call for designs for Balloon Quilt in Quilters’ Quill, designs due by March 31
Select Balloon Quilt judges, as per rules, set up judging date, announce winner at membership meeting

	Interprets/provides rulings regarding requirements of the NMQA Bylaws and Standing Rules
	January and on going
	As needed or upon request, the President will interpret-/provide rulings regarding requirements of the bylaws and standing rules. The President will seek the approval of the Executive Committee.

The President will communicate that interpretation to the interested party, to the Executive Committee, to the Board, to the membership, in a timely fashion.

	Maintains a smiling positive demeanor
	January and on going
	NMQA is an organization comprised of volunteers. 

The President is the public face of NMQA, presenting a positive organizational image is essential to NMQA’s organizational health. 
That’s why you get paid the big bucks.
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