


[image: A logo for a coach

Description automatically generated]





Job Description Handbook
(REV 6/20/25)

President 

Overall Responsibilities:
· Attend and preside over all Executive and General Meetings
· Serve as a voting member, Ex Officio, of all committees except the Nominating Committee
· Submit a written report to the Sparkler Chair, for the newsletter
· Responsible for seeing that all duties and responsibilities of all chapter officers are performed in a timely manner and in accordance with FRVA’s requirements
· See that all needed committees are duly elected or appointed
· Assure Chapter Representation at Governing Board Meetings of FRVA
· Responsible to ensure that chapter bylaws, policies and procedures are up to date

Executive Board Meeting:
· Preside over meeting
· Assist the Vice President in gather materials, information and agenda items
· Assist the Vice President in Compiling the agenda and distributing final version to board

General Meeting:
· Preside over meeting
· Assist the Vice President in compiling the agenda and distribute final version to the membership

Miscellaneous Responsibilities:
• Assist other Board Members as needed
• Assist all members as needed

Vice President/Membership Chair 

Overall Responsibilities:
· Attend all Executive and General Meetings
· Submit a written report to the Sparkler Chair, for the newsletter
· Serve as presiding officer in the absence of the President

Membership Responsibilities:
· Keep records of all rally guests and prospective members, and their attendance
· Keep in contact with Trail Boss regarding prospective member attendance at their rally
· Distribute and collect First Time guest Registration Forms to the sponsors of prospective members
· Distribute and collect Chapter Membership Applications to the sponsors of qualifying prospective members
· Collect new member dues and digital photo of qualifying prospective members
· Have official Jewels Nametags and coach signs made for qualifying prospective members
· Add prospective member information to the website as per current directive
· Update all Membership Forms as needed
· Order and keep a supply of official Jewels Coach Decals

Executive Board Meeting:
· Assist the President in gathering materials, information and agenda items 
· Assist the President in compiling agenda and distributing final version to board
· Keep track of General Meeting agenda topics 
· Assist President as requested
· Present a list of first-time prospective members to the board
· Present for approval by board, qualifying prospective members to be installed at General Meeting
· Present Treasurer with new member dues
· In cases where President is absent, acts as President Ex Officio

General Meeting:
· Assist the President in compiling agenda and distributing final version to the membership
· Assist President as requested
· Have new member packets on hand with Official Name Badges, decals and coach signs
· Invite all sponsors to introduce the first-time prospective members to the membership
· Invite to the front, sponsors of newly approved members to present and install said new members 
· In cases where President is absent, acts as President Ex Officio

Miscellaneous Responsibilities:
• Assist other Board Members as needed
• Assist all members as needed


Secretary 

FRVA Responsibilities:
· File Annual Report annually (post to Jewels webpage once approved)
· File Meeting Date Verification annually (post to Jewels webpage)
· Complete Chapter Officer Form when Officer changes occur
· Complete Roster Updates as necessary (additions or deletions)
· Email any members who are past due on their FRVA dues to stay current (FRVA
· emails a monthly past due report to Secretary)
· Prior to any Executive Board Meeting, request a current FRVA roster to compare
with the Jewels Treasures roster and make updates as needed
· Forward newly amended chapter bylaws to the Constitution and Bylaws Committee of FRVA for review
· Maintain a record book or file with all correspondence and documents with FRVA
· Notify FRVA of any officer changes within 30 days

Overall Responsibilities:
· Attend all Executive and General Meetings.
· Submit a written report to the Sparkler Chair, for the newsletter

Executive Board Meeting:
· Compile Secretary Report prior to Executive Board Meeting (include approval of
    previous General Meeting Minutes)
· Take notes from Executive Board Meeting. Post a draft to be approved by all Board
    Members and post on Jewels webpage for Board Members viewing only
· Maintain a record book or file with all meeting minutes

General Meeting:
· Share Secretary Report
· Announce approval of previous General Meeting Minutes
· Take notes from General Meeting. Post a draft to be approved by all Board Members and post on Jewels webpage for Board Members viewing only. Once approved at next Executive Board Meeting, edit restrictions from Board Members only to all active members for viewing
· Maintain a record book or file with all meeting minutes

Miscellaneous Responsibilities:
· Assist other Board Members as needed
· Assist all members as needed


Treasurer 

Overall Responsibilities:
· Attend all Executive and General Meetings
· Submit a written report to the Sparkler Chair, for the newsletter
· Safeguard and hold all funds in the name of the Jewels
· Keep accurate accounts of all funds
· Disburses funds in accordance with the Chapter Policies and Procedures
· Maintains a record of al receipts and disbursements, and other documentation as necessary
· Retains a copy of all fiscal records for a period of 7 (seven) years
· Notifies membership and collects dues each year
· Keep an accurate record of those who paid dues and contact those who have not
· Provide the Secretary with a list of renewals and resignations
· Responsible to obtain and maintain the chapter EIN
· Responsible for filing an annual electronic IRS for 990-N e-postcard (for gross receipts under $50,000) or consulting a tax advisor regarding filing obligation
· Assure that an annual audit of the financial books is undertaken and reported to the membership
· Collect from the Trail Boss, and hold, a financial rally report at the completion of each rally


Executive Board Meeting:
· Present report of funds

General Meeting:
· Presents report of funds as per the Executive Board 

Miscellaneous Responsibilities:
· Assist other Board Members as needed
· Assist all members as needed


Wagon Master 

Overall Responsibilities:
· Attend all Executive and General Meetings
· Submit a written report to the Sparkler Chair, for the newsletter
· Recruit members to host future rallies and keep rally schedule including rallies hosted by other closely related entities
· Support and assist, as needed, Trail bosses that have volunteered to host a rally
· Confirm proposed rally dates do not overlap with other associated entity rally’s
· Request From FRVA, copy of Certificate of Insurance, for rally site owner, if requested
· Ensure that all rally activities fall under FRVA guidelines for insurance coverage
·  Provide FRVA with a Certificate of Insurance from rally vendors
· Request Certicifacte of Insurance from FRVA at least 8 weeks prior to rally
· Contact Prevost regarding sponsorship for rally’s 
· Contact Treasurer to request invoice to Prevost 3 months prior to rally
· Invite Prevost representative to all rally’s that they have sponsored
· Ensure that Prevost buses are used (if possible) for rally transportation for rally’s that they have sponsored
· Responsible to keep and transport to each rally, the chapter flags/banners, the U.S. Flag, flag stand and other chapter items as needed for meetings


Executive Board Meeting:
· Brief board on state of rallies in planning phase and proposed rallies
· Get board approval of proposed rallies and Trail Boss

General Meeting:
· Responsible to set up and take down the U.S. Flag for Pledge of Allegiance
· Brief membership of any upcoming or proposed rallies
· Encourage membership to host rallies  

Miscellaneous Responsibilities:
• Assist other Board Members as needed
• Assist all members as needed


Immediate Past President/ Chapter National Director

Overall Responsibilities:
· Attend all Executive and General Meetings
· Submit a written report to the Sparkler Chair, for the newsletter
· Select the Nominating Committee and serve as non-voting Ex Officio member
· Receive and report to the chapter any relevant information from FRVA
· Attends the FRVA Governing Board meeting as chapter representative

Executive Board Meeting:
· Report as needed

General Meeting:
· Report as needed

Miscellaneous Responsibilities:
• Assist other Board Members as needed
• Assist all members as needed
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