PARA Executive Board Job Description


The executive board will be comprised of President, Vice President, Secretary, and Treasurer.  

The President shall preside at all Board meetings and see that all orders and resolutions of the Board are carried out.  The President will not vote except in case of tie.  The President will see that all Board members and sport Commissioners perform their respective duties.


The Vice President shall attend all Board meetings.  The Vice President will perform all duties of President in place of either death or long term disability of current President.  The Vice President will have voting privilege.


The Secretary shall keep accurate board meeting minutes and provide meeting minutes to current board prior to next meeting for review.   The secretary shall have possession of all association records and provide when necessary for review or amendments.   The Secretary and Treasurer shall be in frequent communication for accounts payable and the Secretary will assist with the Treasurer when necessary with the collection of mail and runs to the bank when available.   The Secretary shall be a voting member of the board.


The Treasurer shall be in charge of and custodian of funds and shall keep books and records of all incoming expenses.  The Treasurer shall file or be responsible for seeing all required expense reports be readily available and given to Prospect Elementary annually to fill out the in kind agreement with UCPS.  The Treasurer shall select two current Board members to head up a “Finance Committee” to review books quarterly at monthly meeting.  The Treasurer shall be a voting member of the board. 
  

