Coastal Quilters Guild of Santa Barbara and Goleta, Inc.

Parliamentarian
Position Outline:

· Maintain order at meetings

· Run annual elections

Position Detail:

1. Maintain order – Ensure the Board and General meetings are run according to Robert’s Rules of Order.

Robert’s Rules for Dummies by C. Alan Jennings (2005) was purchased in 2007 and is to be kept by the Parliamentarian for reference.

2. Annual elections

a. Elections are held at the annual member’s meeting held on the second Thursday in May.

b. Tasks to be performed prior to the annual members meeting:
i. request updated job descriptions from current Board members

ii. ask current Board members if they will be staying on or would like to move to another Board position or Committee Chair

iii. solicit volunteers for each position from the general membership
iv. contact the Membership Chair for a list of member applications which includes data on volunteer preferences and skills

v. announce the elections at the General meetings and in the newsletter

vi. publish a list of candidates in the April and May newsletters

vii. prepare the ballot for the election

c. Tasks during the May General meeting:

i. Distribute ballots to members in good standing

ii. Arrange for collection of the ballots

iii. Count ballots

iv. Announce the newly elected board and committee chairs

d. After the election:

i. Arrange for a smooth transition between outgoing and incoming Board and Committee chairs (Information binders, job descriptions, signature authorities, keys, storage locker codes, etc.).
Other job requirements:


Email/Internet access

Yes


Storage space


Approximate time spent


Quilt Show


Yes

Back-up for this position:


None
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