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President Job Functions May 1, 2006 
 

The President should have overall responsibility to maintain a positive climate that promotes the enjoy-
ment of the Model hobby. I feel this is vitally important because unchecked conflict leading to a 
negativism and even hostility can quickly tear apart any organization. In my opinion, anyone con-
sidered for a presidential term must have people management skills, especially conflict resolution 
skills. 

 
The President should generate a Board agenda at least one week prior to the next board meeting. This 

will give each board member ample time to consider the issues for that meeting. 
 

A primary presidential task is to support other officers in the club and make sure they have the re-
sources to do the job they are elected and appointed to do. 

 
The president is responsible for writing a monthly newsletter article. It is important for the president to 

work in consultation with the board in developing articles of interest for the club. 
 

The president is responsible for the planning and execution of the annual Christmas or Holiday Party. 
Again, I favor working in consultation with the board. 

 
The president should represent the club at any designated MAFCA or MARC function. 

 
The president will preside over the monthly membership meetings, and in consultation with the board, 

set an agenda for each meeting. 
 

The president should, as much as possible, attend club functions in addition to the monthly board and 
membership meetings.   
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Vice President Job Functions May 1, 2006 
 
In the absence of the President, the Vice President shall perform the 
duties of the President and all duties incident to the office of Vice 
President as outlined in the by-laws. He/She will plan monthly 
membership meeting programs which can include restoration and repair 
demonstrations or discussions, social functions, guest speakers, etc. The 
Vice President is responsible for receiving the clubs mail and reviewing 
and distributing it to the proper board members for action. 
As much as possible attend club functions in addition to the monthly Board and membership 
meetings. 
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Secretary Job Functions May 1, 2006 
 

The Secretary shall keep accurate records of the proceedings of the Board 
and Club, and in general perform all duties incident to the office of 
Secretary. He/She shall make timely reports of these functions and 
maintain the clubs memberships in MAFCA, MARC, MAFFI, and other 
organizations as provided by the board. He/She is responsible for 
renewing/maintaining the clubs incorporation with the appropriate state 
offices. 
As much as possible attend club functions in addition to the monthly Board and membership 
meetings. 
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Treasurer Job Functions May 1, 2006 
 

The Treasurer shall have charge of and be responsible for all funds and 
securities of the club. He/She performs all duties incident to the office of 
Treasurer as provided in the bylaws. 
As much as possible attend club functions in addition to the monthly Board and membership 
meetings. 
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Publications Manager Job Functions May 1, 2006 
 

1. Receive information and photos from officers and other members. 
2. Assemble and prepare News ‘A’  Letter. 
3. Purchase printing, folding and stapling of News ‘A’  Letter at a copy center. 
4. Purchase stamps and mail News ‘A’  Letter on or about the last day of the month. 
5. Prepare and purchase printing of membership roster for distribution in March. 
6. Prepare and purchase printing of annual Holiday Banquet and Awards program. 
 Purchase printing and mailings for all fund raising activities. 

 
Publications Manager must have a computer and a program capable of producing the News 
‘A’  Letter, roster and other required printings. 
 

As much as possible attend club functions in addition to the monthly Board and membership 
meetings. 
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Membership Manager Job Functions May 1, 2006 
 

1. Shall be responsible for maintaining attendance records of Club 
meetings and events and the membership roster as provided for in the bylaws. 
He/She should also collect and maintain personal data on the members such as 
phone numbers and addresses as directed by the board. He/She should keep the 
Publications Manager and the Sunshine Lady informed of current and new 
members. 

2. The Membership Manager will also keep track of the mileage each member 
submits for their car and will issue mileage awards when the Board of 
Directors criteria has been met. 

3 As much as possible attend club functions in addition to the monthly Board and member-
 ship meetings. 
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Activities Manager Job Functions May 1, 2006 
 

         Help club members coordinate their activity, (tour, seminar, etc.) date, so as not to conflict 
        with other events. 
        Help club members compose a club activity. 
        Decide what will be a club-sponsored activity. 
        Get board approval for all club sponsored activities. 
        Schedule an annual club picnic. 
        Give updates on upcoming activities during monthly club meeting. 
        Give News A Letter editor updates on activities. 
        Enter activities in kcmodela.com calendar. 
        Present activity dangle bars at Christmas Dinner. 
        As much as possible attend club functions in addition to the monthly Board and member-
 ship meetings. 
 
 


