Ohio School Social Work Association (OSSWA)

Board Position Descriptions

President

· Is a member of the Association 

· Develops meeting agendas for all statewide meetings and annual planning retreats

· Attends, presides over, and maintains order at all OSSWA board meetings and annual planning retreat

· Suggests updates for position descriptions and policy and procedural handbook annually

· Serves as ex-officio member of all committees except the Nominating Committee

· Represents OSSWA at the Midwest Council in spring and fall

· Represents OSSWA at SSWAA summer legislative forum in Washington DC

· Submits annual report to members

· Signs all necessary evidence of indebtedness issued by the Association with the Treasurer according to the bylaws

· Is the official spokesperson for the organization (or designates someone as the spokesperson)

· Performs other responsibilities as arranged by the board
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President Elect

· Is a member of the Association

· Consults with the President

· Assumes the duties for the President should the President be unable to fulfill them

· Attends all board meetings and annual planning retreat

· Reports to the President

· Suggests updates for the position descriptions and policy and procedural handbook annually

· Represents Ohio as the practitioner at the Midwest Council in the spring and fall

· Submits accomplishments for annual report

· Assumes the Presidency at the end of the President’s term

· Is sufficiently familiar with the by-laws to note applicability during the meetings

· Participate closely with the President to develop and implement officer transition plans

· Performs other responsibilities as arranged by the board 
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First Vice President

· Is a member of the Association

· Presides when the President Elect is unable to do so

· Attends all board meetings and annual planning retreat

· Serves as Director of Nominating Committee

· Oversees board election process

· Provides board with list of all elected officers with contact info 

· Gathers suggestions for and updates position descriptions 

· Gathers board member updates for policy and procedural handbook, edits, and submits to board members annually

· Reports to the board President

· Performs other responsibilities as arranged by the board
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Secretary

· Is a member of the Association

· Attends all board meetings and annual planning retreat

· Takes attendance and determines the presence of a quorum at board meetings

· Maintains a record of all association proceedings and membership roster

· Sends meeting minutes for review to board in timely manner

· Updates board roster and letterhead as needed and distributes to board members

· Is custodian of the organization’s records, meeting minutes, committee reports and budgets

· Reports to the board President

· Suggest updates for position descriptions and policy and procedural handbook annually

· Performs other responsibilities as arranged by the board
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Treasurer

· Is a member of the Association

· Attends all board meetings and annual planning retreat

· Establishes appropriate accounts and maintains accurate records of all accounts of the association

· Is responsible for the receipt and issuance on all monies due and payable to the association

· Provides a written financial statement of the Association at all meetings

· Is a member of the Finance Committee

· Is responsible for the annual budget

· Signs all checks and drafts of other orders for payment of money issued in the name of the Association according to the bylaws

· Files appropriate documents with IRS on annual basis

· Suggests updates for position descriptions and policy and procedural handbook annually

· Reports to the board President

· Performs other responsibilities as arranged by the board 
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Regional Director

· Is a member of the Association

· Attends all board meetings and annual planning retreat

· Reports to the board President

· Provides leadership in establishing annual goals and implementing regional activities

· Submits updates on progress in meeting regional goals, keeps regional meeting minutes and presents issues from the region to the board

· Facilitates the establishment of a uniform regional organizational structure, including a contact for each county in the region

· Provides information and support to the members of the region

· Provides leadership and works with Programs Director to develop and offer professional development trainings, offering CEUS, specific to the needs of the region

· Works with Membership Director to recruit members in the region and informs members of updates in OSSWA activities as well as school social work issues

· Suggests updates for position description and policy and procedural handbook annually

· Performs other responsibilities and arranged by the board
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Awards Director

· Is a member of the Association

· Attends all board meetings and organizational planning retreat

· Provides leadership in establishing annual goals and implementing committee activities

· Distributes and collects nomination forms for awards

· Organizes a committee to select award winners and notifies award winners

· Reports to the board president

· Writes and provides reports to the Midwest Council as needed

· Suggests updates for position descriptions and policy and procedures handbook annually

· Performs other responsibilities as arranged by the board

· Reports to the full board on Awards Committee decisions and recommendations

· Sets agenda for and presides over Awards Committee meetings

· Submits updates on progress in meeting committee goals, distributes minutes and other necessary communications from Awards Committee meetings
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Communications Director

· Is a member of the Association

· Attends all board meetings and annual planning retreat

· Provides leadership in establishing annual goals and implementing committee activities

· Writes, edits, and disseminates the newsletter

· Coordinates updates to the OSSWA website with the webmaster

· Reports to the board president

· Suggests updates for the position description and policy and procedural handbook annually

· Performs other responsibilities as arranged by the board

· Reports to the full board on Communications Committee decisions and recommendations

· Sets agenda for and presides over the Communications Committee meetings

· Submits updates on progress in meeting goals, distributes minutes and other necessary information from Communications Committee meeting
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Finance Director

· Is a member of the Association

· Attends all board meetings and the annual planning retreat

· Provides leadership in establishing annual goals and implementing committee activities

· Reviews the history of the financial standing of the association 

· Assists the Treasurer in the spring with compiling budget requests from the the board and committees to prepare the annual budget

· Chairs the audit committee to audit the books with the Treasurer in the spring of each year

· Reports audit results to the board at the annual planning retreat

· Coordinates with outside consultants when necessary

· Reports to the board president

· Suggests update for the position descriptions and policy and procedural handbook annually

· Performs other responsibilities as arranged by the board

· Reports to the full board on Finance Committee decisions and recommendations 

· Sets agenda for and presides over Finance Committee meetings

· Submits updates on progress in meeting goals, distributes minutes and other necessary communication from Finance Committee meetings
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Legislative Director

· Is a member of the Association

· Attends all board meetings and the annual planning retreat

· Monitors legislation and provides timely updates to the board, Membership Director, and Communications Director regarding issues affecting school social work

· Provides leadership in establishing annual goals and implementing committee activities

· Issues legislative alerts as appropriate

· Investigates and writes grants to secure funding for a lobbyist

· Represents OSSWA as sub-consultant at MSSWC meetings in spring and fall 

· Represents OSSWA at relevant statewide meetings

· Reports to the board president

· Performs other responsibilities as arranged by the board

· Suggests updates for position descriptions and policy and procedural handbook annually

· Reports to the full board on Legislative Committee decisions and recommendation

· Sets agenda for and presides over Legislative Committee meetings

· Submits updates on progress in meeting goals, distributes minutes and other necessary communications from Legislative Committee meetings
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Membership Director

· Is a member of the Association

· Attends all board meetings and annual planning retreat

· Promotes state membership

· Provides leadership in establishing annual goals and implementing committee activities

· Maintains, expands, and regularly updates membership and mailing databases

· Distributes updated database to the board

· Develops and distributes membership packets

· Provides mailing information as needed to Midwest Council 

· Reports to the board president

· Suggests updates for position descriptions and policy and procedural handbook annually

· Performs other responsibilities as arranged by the board

· Reports to the full board on Membership committee decisions and recommendations

· Sets agenda for and presides over Membership Committee meetings

· Submits updates on progress in meeting goals, distributes minutes and other necessary communications from Membership Committee meetings
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Programs Director

· Is a member of the Association

· Attends all board meetings and annual meeting

· Provides leadership in establishing annual goals and implementing committee activities

· Facilitates trainings and professional development opportunities

· Coordinates a minimum of one OSSWA training per year

· Coordinates provision of CEU’s for statewide and regional trainings

· Coordinates all relevant contracts with speakers and facilities, and presents for board approval 

· Develops trainings literature and brochures and communicates with Communications Director for distribution and visibility

· Collaborates closely with Treasurer, Membership Director and Awards Director

· Provides support for regional trainings

· Reports to the board president

· Suggests updates for position description and policy and procedural handbook annually

· Performs other responsibilities as arranged by the board

· Reports to the full board on Programs decisions and recommendations
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Promotions Director

· Is a member of the Association

· Attends all board meetings and annual meeting

· Provides leadership in establishing annual goals and implementing committee activities

· Orders promotional items and materials as needed

· Coordinates promotions sales 

· Coordinates utilization of OSSWA display for conferences and special events

· Reports to the board president

· Suggests updates for position description and policy and procedural handbook annually

· Performs other responsibilities as arranged by the board

· Reports to the full board on Promotions Committee decisions and recommendations

· Sets agenda for and presides over Promotions Committee meetings

· Submits updates on progress in meeting goals, distributes minutes and other necessary communications from Promotions Committee meetings
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Student Representatives

· Is a member of the Association 

· Attends all board meetings and annual meeting

· Provides leadership in establishing annual goals and implementing committee activities

· Report to the board president

· Suggests updates for position description and policy and procedural handbook annually

· Performs other responsibilities as arranged by the board

· Reports to the full board on school social work student activities

· Keep all graduate students at their respective colleges informed about the organizations activities and promote membership in OSSWA

· Make school social work information and resources available within their department

· Write and submit for board approval informative and promotional articles for graduate school newsletters and bulletin boards

· Submits updates on progress in meeting goals, distributes minutes and other necessary communications from relevant student meetings
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County Contact

· Is someone other than a board member to increase awareness and involvement within county

· Supports school social work services and networks with district-hired and community-based providers in their designated county

· Serves as a liaison between the regional director, OSSWA board and designated county

· Informs regional director of happenings in designated county (for example, newly funded or eliminated school social work positions, trends in student and school issues)

· Notifies interested individuals, groups, and organizations about trainings and other events relevant to school social work

· Gives the regional director notice about individuals who are potential association members or board members

· Performs other responsibilities as arranged by the board
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Committee Member

· Is a member of the Association or contracted professional
· Reports to Committee Chair

· Attends committee meetings

· Suggests updates for position descriptions and policy and procedural handbook annually

· Follows through with committee tasks in an effective and timely way

· Performs other responsibilities as arranged by the board.

