	JOB DESCRIPTION/COMMITTEE          INDEX # III A

	JOB TITLE:   PRESIDENT  

	COMMITTEE RESPONSIBILITY:  BOARD OF DIRECTORS

	ISSUE DATE:  9/94                    REVISION DATE:  5/95 /          /

	JOB REPORTS TO:   BOARD OF DIRECTORS, RMPANA MEMBERSHIP


ACCOUNTABILITY STANDARDS:


The President with the help of a Board of Directors administers the affairs of RMPANA according to established Bylaws and policies and procedures.

PREREQUISITES:


1.
Agrees to a three-year commitment to RMPANA (Vice-President/President Elect, President, and Immediate Past President).


2.
Demonstrates a thorough understanding of ASPAN, RMPANA and each District’s structure, goals, and strategic plans.


3.
See also, Vice-President/President elect

SPECIFIC JOB RESPONSIBILITIES:


1.
General Duties:



a.
Oversees all activities and obligations of the component.



b.
Acts as official spokesperson for the component.



c.
Selects committee chairpersons with the exception of the Nominating and Finance Committees.



d.
Prepares and submits a Presidential message for the issues of the "Air Exchange" prior to established deadlines. 



Publishes year-end report in “AIR EXCHANGE”.


e.
Acts as a liaison between Districts and RMPANA and other Component Presidents:




i.
Communicates via phone, mail, meetings, e-mail, President’s Council.




ii.
Attends District meetings at least once during term of office.




iii.
Aligns district goals and strategic planning with those of the component



iv.  Assists with planning District seminars and encourages networking.



f.
Serves as RMPANA Representative to the ASPAN Regional




Representative Assembly and President’s Council. 



g.
Responds to all communications (from ASPAN, Districts, other components, board members or organizations) or delegates to the secretary, appropriate officer or committee.



h.
Serves as ex-officio member of all committees. Follows up on committee projects between meetings.



i.
At the completion of term of office, prepares a letter of appreciation for the Board of Directors (gifts are optional).



j.
At the completion of term of office, assumes responsibilities of Immediate Past President and Chair of Nominating committee.


k.
May delegate duties to Board members but serves as a resource person assisting with those duties as necessary.
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l.
Co-signs all checks with Treasurer if Board requests.



m.
Supports PeriAnesthesia Nurse Awareness Week.



n.
Promotes fund raising activities.



o. 
Encourages membership involvement at district and component levels.



p.
Provides or reminds the secretary to provide updated lists 



containing names, addresses, and home/work phone numbers of 



Board of Directors, Chairpersons and Committee members to 



the Board members and to each District President.



q.
Distributes materials received from National to appropriate 



persons (i.e. list of CPANS and CAPAs to Historical chair 



and Editor, ASPAN Bylaws/P&P to Bylaws, Education Approval 



Packets to Education, Perianesthesia Nurse Awareness 




materials to Districts with secretaries help etc.).


2.
Board Meetings:



a.
Prepares and mails an agenda to Board members 7 - 10 days before next meeting.



b.
Agendas will include date, location, times, old and new business, committee information and assignments, and other pertinent information necessary for a productive meeting.



c.
Have Board members RSVP and submit written or verbal reports if unable to attend the meeting.



d.
Works with the Strategic Planning Committee to prepare goals to be submitted for review and development at the first Board meeting of the RMPANA component.



e.
Encourages Officers, Committee chairpersons and district representatives to submit year-end written reports of progress on goals and throughout the year if desired.



f.
Presides at board meetings:




i.
Using Robert's Rules of Order Newly Revised.




ii.
May designate a Parliamentarian.


3.
Mentors the Vice President/President-Elect regarding duties and responsibilities of President and assures that she/he has:




a.
Names of the Board of Directors, Chairpersons and committee members.




b.
Membership list




c.
Bylaws/Policies and Procedures Book



d.
Correspondence (from ASPAN and districts, committees, and other organizations




e.
Finance/budget reports



f.
Strategic planning timeline and goals if applicable




g.
Committee goals and reports




h.
District goals and reports




i.
Pertinent governmental affairs




j.
ASPAN's strategic plan, etc.




k.
Miscellaneous




l.
Extra Forms

FORMS:  See all available forms
