Search and Rescue Alberta Job Description

 

Position: President

 

Authority and Accountability

The President is authorized to be a ex—officio member of all committees. Also, the President shall, when present, preside at all meetings of the society and of the Board.

The President is accountable only to the membership of SAR Alberta and is responsible for leading the Board in its full control and management of the affairs of SAR Alberta in all organizational business.

Requirements

Requirements of the President include:

1. Basic knowledge of SAR Alberta and search and rescue in general, as it applies to the Province of Alberta.

2. Possession or the willingness to develop: knowledge and skills in areas of Board governance, conducting meetings, delegation, policy development, decision making and conflict management.

3. Commitment to the work of the organization.

4. Attendance at Board and Executive Committee Meetings.

5. Attendance at Annual General Meetings.

6. Support of special events.

7. Ability to travel and represent SAR Alberta at external meetings, events.

Election, Term and Termination

1. The President's position is automatically filled by the Vice President at the conclusion of the Vice's term.

2. The President serves for a one—year term, at which point they automatically move on to the Past President position.

3. Any person may be considered for the position.

4. The President may be removed from office upon a majority vote of all members in good standing.

5. The President may resign by notice in writing to the Secretary of the Board, in which case the Vice President automatically moves to the President position.

Voting

The President holds voting privileges at Board, and Executive meetings

General Duties

The President is fully informed on all organizational matters, and ensures fair, effective decision making occurs while chairing Board or general meeting.

The President must:

1. Provide leadership to the Board.

2. Ensure organizational adherence to By—Laws and policy.

3. Prepare the Board’s agenda with input from Board members.

4. Chair meetings of the Board.

5. Encourage Board members to participate in meetings and activities.

6. Keep Board discussions on topic.

7. Keep Board activities focused on SAR Alberta’s Vision and Mission.

8. Regularly evaluate the effectiveness of the Board’s structure and decision-making process.

9. Chair meetings of the Executive Committee.

10. Keep Vice President informed of all the President’s activities.

11. Make sure that committee chairpersons are appointed.

12. Orient new Board members and committee chairpersons to the Board.

13. Serve as an ex officio member of committees and attend their meetings when needed.

14. Recognize Board member’s contributions to the Board’s work.

15. Act as one of the signing officers for cheques and other documents, such as contracts and applications.

16. Positively promote SAR Alberta both internally and externally of the organization.

17. Play a leading role in public relations and fundraising.

18. Prepare a report for the Annual General Meeting.

19. Orients the succeeding President to the position.

Position Description Approval Date and Review Date

A sub committee of the Board will regularly review all Job Descriptions and recommend changes, when required, to the Board as a whole for decision, and implementation.

Board Approval Date: ___________________________

Next Review Date: ______________________________

Acceptance of Responsibility

As the President of the Search and Rescue Association of Alberta, I shall endeavor to fulfill the obligations, as listed within this job description, to the best of my abilities. Furthermore, 1 shall not cause or allow any practice, activity, decision, or organizational circumstance that is either unlawful, imprudent, or in violation of

commonly accepted business and professional ethics.

Date: ___________________________________________ 

Signature: ______________________________________ 

Printed Name: ___________________________________ 

Witnesses Signature: ____________________________

Printed Name: ___________________________________

Search and Rescue Alberta Job Description

 

Position: Vice President

 

Authority and Accountability

The Vice President in the absence or disability of the President performs the duties and exercises the powers of the President.

The Vice President is accountable first to the membership of SAR Alberta and secondly to the President, regarding duties delegated during the administration and management of the affairs of SAR Alberta.

Requirements

Requirements of the Vice President:

1. Basic knowledge of SAR Alberta and search and rescue in general, as it applies to the Province of Alberta.

2. Possession or the willingness to develop: knowledge and skills in areas of Board governance, conducting meetings, delegation, policy development, decision making and conflict management.

3. Commitment to the work of the organization.

4. Attendance at Board and Executive Committee Meetings.

5. Attendance at Annual General Meetings.

6. Support of special events.

7. Ability to travel and represent SAR Alberta at external meetings, and events.

8. Must have accessibility to a word processor.

9. Must have daily access to an e-mail account.

10. Must be willing to support the position by their own means (transportation, phone bills, etc.).

11. Must be prepared to answer questions in both written and verbal context to any query the President delegates.

12. Must be able to take constructive criticism from all members of SAR Alberta at any and all times.

Election, Term and Termination

1. The Vice President is elected by the membership at the Annual General Meeting.

2. Any person who is a member in good standing of a SAR Alberta member organization may be considered for the position.

3. The Vice President serves for a one—year term, at which point they automatically become President.

4. The Vice President may be removed from office upon a majority vote of all members in good standing.

5. The Vice President may resign by notice in writing to the Secretary of the Board, in which case the Board may make an in— term appointment until such time as the membership can elect a new Vice President to serve out the remainder of the term.

Voting

The Vice President holds voting privileges at Board and Executive meetings. 

General Duties

The Vice President must:

1. Act in the absence of the President.

2. Work closely as consultant and advisor to the President.

3. Ensure organizational adherence to By—Laws and policy.

4. Chair meetings of the Board in the absence of the President.

5. Encourage Board members to participate in meetings and activities.

6. Keep Board activities focused on SAR Alberta’s Vision and Mission.

7. Attend meetings of the Executive Committee.

8. Keep President informed of all the Vice President’s activities.

9. Sit on at least three committees, not necessarily as chair.

10. Act as one of the signing officers for cheques and other documents, such as contracts and applications.

11. Positively promote SAR Alberta both internally and externally of the organization.

12. Play a leading role in public relations and fundraising.

13. Orients the succeeding Vice President to the position.

Job Description Approval Date and Review Date

A sub committee of the Board will regularly review all Job Descriptions and recommend changes, when required, to the Board as a whole for decision, and implementation.

Board Approval Date: __________________________

Next Review Date: _____________________________

Acceptance of Responsibility

As the Vice President of the Search and Rescue Association of Alberta, I shall endeavor to fulfill the obligations, as listed within this job description, to the best of my abilities. Furthermore, I shall not cause or allow any practice, activity, decision, or organizational circumstance that is either unlawful, imprudent, or in violation of commonly accepted business and professional ethics.

Date: ___________________________________________ 

Signature: ______________________________________ 

Printed Name: ___________________________________ 

Witnesses Signature: ____________________________

Printed Name: ___________________________________

Search and Rescue Alberta Job Description

 

Position: Treasurer

 

Authority and Accountability

The Treasurer is authorized to manage the general finances of SAR Alberta, at the direction of the Board and Executive Committee.

The Treasurer is accountable first to the membership of SAR Alberta, secondly to the Board and thirdly the Executive Committee, regarding duties delegated to the Treasurer during the administration and management of the affairs of SAR Alberta.

Requirements

Requirements of the Treasurer:

1. Basic knowledge of SAR Alberta and search and rescue in general, as it applies to the Province of Alberta.

2. Possession or the willingness to develop: knowledge and skills in areas of accounting, bank account administration, financial reporting, documentation, budgeting and issuance of charitable tax receipts.

3. Commitment to the work of the organization.

4. Attendance at Board and Executive Committee Meetings.

5. Attendance at Annual General Meetings.

6. Available to meet with organization’s Accountant regularly.

Election, Term and Termination

1. The Treasurer is elected by the membership at the Annual General Meeting.

2. Any person may be considered for the position.

3. The Treasurer serves for a two-year term, at which point they may run for reelection for the position.

4. The Treasurer may be removed from office upon a majority vote of all members in good standing.

5. The Treasurer may resign by notice in writing to the Secretary of the Board, in which case the Board will make an in-term appointment until such time as the membership can elect a new Treasurer to serve the remainder of the term.

Voting

The Treasurer position has voting privileges at all Board meetings and Executive Committee meetings.

General Duties

The Treasurer must:

1. Ensure organizational adherence to by-laws and policy.

2. Prepare and present, for every Executive Committee and Board meeting, a report consisting of:

• The current balance of all accounts.

• Itemization of all recent receivables and expenditures.

• Itemization of recent donations.

• Results of recent fund development events.

• Year-to-Date Revenue and Expenses relevant to Budget.

• Statement of Assets and Liabilities.

3. Pay bills in a timely manner, preferably by cheque.

4. Chair Finance Committee when convened for budget planning.

5. Have a Charter Accountant audit the books, accounts and records yearly and present Audit Report to the Board and at the Annual General Meeting.

6. Present a current Financial Statement at the Annual General Meeting.

7. Encourage Board members to participate in meetings and activities.

8. Attend meetings of the Executive Committee.

9. Keep President informed of all the Treasurer’s activities.

10. Serve as an regular member of the Fund Development committee and attend its meetings when needed.

11. Act as one of the signing officers, with another officer, for cheques and other documents,

12. Prepare a report for the Annual General Meeting.

13. Orients the succeeding Treasurer to the position.

14. Prepare a Budget for the Organization.

Position Description Approval Date and Review Date

A sub committee of the Board will regularly review all Job Descriptions and recommend changes, when required, to the Board as a whole for decision, and implementation.

Board Approval Date: ___________________________

Next Review Date: ______________________________

Acceptance of Responsibility

As the Treasurer of the Search and Rescue Association of Alberta, I shall endeavor to fulfill the obligations, as listed within this job description, to the best of my abilities. Furthermore, I shall not cause or allow any practice, activity, decision, or organizational circumstance that is either unlawful, imprudent, or in violation of commonly accepted business and professional ethics.

Date: __________________________________________

Signature: _____________________________________

Printed Name: __________________________________

Witnesses Signature: ___________________________

Printed Name: __________________________________

Search and Rescue Alberta Job Description

 

Position: Secretary

 

Authority and Accountability

The Secretary is authorized to manage the records, minutes, correspondence and general information of SAR Alberta, at the direction of the President. Also, the Secretary shall have charge of the Seal of the society.

The Secretary is accountable first to the membership of SAR Alberta, secondly to the Board and thirdly the Executive Committee, regarding duties delegated to the Secretary during the administration and management of the affairs of SAR Alberta.

Requirements

Requirements of the Secretary:

1. Basic knowledge of SAR Alberta and search and rescue in general as it applies to the Province of Alberta.

2. Possession or the willingness to develop: knowledge and skills in areas of Information Management, minute-taking, writing/answering correspondence.

3. Commitment to the work of the organization.

4. Attendance at Board and Executive Committee Meetings.

5. Attendance at Annual General Meetings.

6. Collection and distribution of mail from Post Office Box.

Election, Term and Termination

1. The Secretary is elected by the membership at the Annual General Meeting.

2. Any person may be considered for the position.

3. The Secretary serves for a two-year term, at which point they may run for re-election for the position.

4. The Secretary may be removed from office upon a majority vote of all members in good standing.

5. The Secretary may resign by notice in writing to the President of the Board, in which case the Board will make an in-term appointment until such time as the membership can elect a new Secretary to serve the remainder of the term.

Voting

The Secretary position has voting privileges at all Board and Executive meetings.

General Duties

The Secretary must:

1. Ensure organizational adherence to by-laws and policy.

2. Have a copy of the organization’s By-laws and policies available at all Board, Executive Committee and Annual General meetings.

3. Administer current lists of officers, Board members, committee members and membership.

4. Notify membership of meetings.

5. Bring official minute book to meetings.

6. Make sure that there is a quorum at Board, general meetings.

7. Record all motions and decisions.

8. Record all corrections to minutes.

9. Sign Board minutes to attest to their accuracy.

10. Conduct general Board correspondence.

11. Keep record of all Board correspondence.

12. Signs official documents of the organization as required.

13. Files the annual return, amendments to the by-laws and other incorporating documents with the Corporate Registry of Alberta.

14. Encourage Board members to participate in meetings and activities.

15. Attend meetings of the Executive Committee.

16. Keep President informed of all the Secretary’s activities.

17. Act as one of the signing officers, for cheques and other documents,

18. Orients the succeeding Secretary to the position.

Position Description Approval Date and Review Date

A sub committee of the Board will regularly review all Job Descriptions and recommend changes, when required, to the Board as a whole for decision, and implementation.

Board Approval Date: ___________________________

Next Review Date: ______________________________

Acceptance of Responsibility

As the Secretary of the Search and Rescue Association of Alberta, I shall endeavor to fulfill the obligations, as listed within this job description, to the best of my abilities. Furthermore, I shall not cause or allow any practice, activity, decision, or organizational circumstance that is either unlawful, imprudent, or in violation of commonly accepted business and professional ethics.

Date: __________________________________________ 

Signature: _____________________________________ 

Printed Name: __________________________________ 

Witnesses Signature: ___________________________ 

Printed Name: __________________________________

Search and Rescue Alberta Job Description

 

Position: Region's Director (Regional Representative)

 

Authority and Accountability

The Regions' Directors along with the Officers are the legal authority for the Search and Rescue Association of Alberta. As a Region's Director, and therefore member of the Board, the Regions' Directors will act in a position of trust for the community and be responsible for effective governance of the organization.

A Region's Director is accountable first to the membership of the SAR Alberta Region they represent, and secondly to the SAR Alberta membership as a whole, regarding the duties they fulfill in governance of the affairs of SAR Alberta.

Requirements

Requirements of the Regions' Directors:

1. Basic knowledge of SAR Alberta and search and rescue in general, as it applies to the Province of Alberta.

2. Commitment to the work of the organization.

3. Attendance at Board Meetings.

4. Attendance at general and Annual General meetings.

5. Willingness to serve of committees.

6. Support of special events.

7. Ability to travel, primary within their local Region, and represent SAR Alberta at meetings, events.

Election, Term and Termination

1. Regions' Directors (Regional Representatives) are elected by the voting member organization of their Region yearly and at the regions discretion.

2. Regions' Directors serve a one year term

3. The Region's Director may be removed from office upon a majority vote of all members in good standing in the Region or in the whole Association.

4.. A Region's Director may resign by notice in writing to both the Secretary of the Board and to their Region, in which case the Region's Deputy Director will automatically fulfill as an in—term appointment until such time as the voting member organizations from the Region can elect a new Region's Director.

Voting

Regions' Directors shall have voting privileges at Board meetings.

General Duties

Regions' Directors must:

1. Ensure organizational adherence to By—Laws and policy.

2. Encourage Board members to participate in meetings and activities.

3. Keep Board discussions on topic.

4. Keep Board activities focused on SAR Alberta’s Vision and Mission.

5. Approve, where appropriate, policy and other recommendations received from the Board, Executive Committee, other committees and tasked persons.

6. Regularly review and monitor all organizational By—Laws and policies.

7. Participate in the development of organizational planning.

8. Approve appropriate budgets.

9. Positively promote SAR Alberta both internally and externally of the organization.

10. Assist with public relations and fundraising.

11. Keep Region and the Region's Deputy Director informed and involved in SAR Alberta.

12. Orients the succeeding Region's Director to the position.

13. Must attend at least one meeting a year of each member group in his/her Region of Representation.

14. Must submit a quarterly report to the board on the Region's state as well as a report for the Annual Report. 

Position Description Approval Date and Review Date

A sub committee of the Board will regular review all Position Descriptions and recommend changes, when required, to the Board as a whole for decision, and implementation.

Board Approval Date: ____________________________

Next Review Date: _______________________________

Acceptance of Responsibility

As a Region's Director of the Search and Rescue Association of Alberta, I shall endeavor to fulfill the obligations, as listed within this job description, to the best of my abilities. Furthermore, I shall not cause or allow any practice, activity, decision, or organizational circumstance that is either unlawful, imprudent, or in violation of commonly accepted business and professional ethics.

Date: __________________________________________

Signature: _____________________________________

Printed Name: __________________________________

Witnesses Signature: ___________________________

Printed Name: __________________________________

Search and Rescue Alberta Job Description

 

Position: Region's Deputy Director 

(Deputy Regional Representative)

 

Authority and Accountability

The Regions' Deputy Directors serve, in the absence of their corresponding Region's Director, as part of the legal authority for the Search and Rescue Association of Alberta. As a Region's Deputy Director, and therefore member of the Board, Region's Deputy Directors will act in a position of trust for the community and be responsible for effective governance of the organization.

A Region's Deputy Director is accountable first to the Region's Director and the membership of the SAR Alberta Region they represent, and secondly to the SAR Alberta membership as a whole, regarding the duties they fulfill in governance of the affairs of SAR Alberta.

Requirements

Requirements of a Region's Deputy Director:

1. Basic knowledge of SAR Alberta and search and rescue in general, as it applies to the Province of Alberta.

2. Commitment to the work of the organization.

3. Attendance at Board Meetings in the absence of the Board Director.

4. Attendance at general and Annual General meetings.

5. Willingness to serve on committees.

6. Support of special events.

7. Ability to travel, primary within their local Region, and represent SAR Alberta at meetings, events.

Election, Term and Termination

1. The Region's Deputy Directors (Deputy Regional Representatives) are elected by the voting membership of the Region yearly and at the Region's discretion.

2. The Region's Deputy Directors serve a one-year term.

3. The Region's Deputy Directors may be removed from office upon a majority vote of all members in good standing in the Region or in the whole Association.

4. A Region's Deputy Director may resign by notice in writing to both the Secretary of the Board and to their Region.

Voting

A Region's Deputy Director holds no voting privileges at Board meetings unless in the absence of the Region's Director from the Region they represent.

General Duties

Region's Deputy Directors:

1. Ensure organizational adherence to By—Laws and policy.

2. Encourage Board members to participate in meetings and activities.

3. Keep Board discussions on topic.

4. Keep Board activities focused on SAR Alberta’s Vision and Mission.

5. Approve, where appropriate, policy and other recommendations received from the Board, Executive Committee, other committees and tasked persons.

6. Regularly review and monitor all organizational By—Laws and policies.

7. Participate in the development of organizational planning.

8. Approve appropriate budgets.

9. Positively promote SAR Alberta both internally and externally of the organization.

10. Assist with public relations and fundraising.

11. Keep their Region and Region's Director informed and involved in SAR Alberta.

12. Orients the succeeding Region's Deputy Director to the position.

Position Description Approval Date and Review Date

A sub committee of the Board will regular review all Position Descriptions and recommend changes, when required, to the Board as a whole for decision, and implementation.

Board Approval Date: ___________________________

Next Review Date: ______________________________

Acceptance of Responsibility

As a Region's Deputy Director of the Search and Rescue Association of Alberta, I shall endeavor to fulfill the obligations, as listed within this job description, to the best of my abilities. Furthermore, I shall not cause or allow any practice, activity, decision, or organizational circumstance that is either unlawful, imprudent, or in violation of commonly accepted business and professional ethics.

Date: __________________________________________ 

Signature: _____________________________________

Printed Name: __________________________________ 

Witnesses Signature: ___________________________

Printed Name: __________________________________

