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'SERGEANT-AT-ARMS
The sergeantatamms s responsible for the physical setup of mestings, banquets, and
gatherings.

Helshe secures the use of any mesting room and faciity, assists in seating arangements, and
‘assures that all necessary equipment s at hand and operating
The sergeant-s-ams shoutd oo the folowing

‘Arrange the mesting room and set up offcer symbols.

Be responsibi forthe comfort of those present at the meefing.

Attend the door during mestings and welcome all guests.

Take charge of candidates priorto and during niations

Assist with entertainment,refreshments, and other detais connested with the program.

Serve as ex-oficio (non-voting) member of any commites that deals wih these areas.
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PARLIAMENTARIAN

The pariamentarian helps assosiation members understand the basic purpose of parfamentary.
procedure. This person advises the presiding offcer and the members on pariamentary procedure;
has reference materials on hand (Robert's Rules of Order, Newly Revised) petaining opartiamentary
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procedure; observes progress of meetings and calls any significant ireguiarities to the aftention
ofthe char (‘pointof "), and is prepared o explain any deviaion from procedure and s effect on
the rights o all members.

The parfamentanian shout oo the olowing:

1. Make sure that mestings are conducted in an ordery manner in accordanze with
established parfamentary procedure.

2. Enable the assemby to conduct business in a quick and effcient manner.
Protect the ights of expression of each indvidual n the assembly.

4. Make sure that the wil o the majorityis caried out and the rights o the minorty are:
presenved

5. Render only opinions, never decisions, coneering pariamentary procedure.
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PRESIDENT

“The president presides over and conducts all meetings n accordance with pariamentary procedure;
Keeps the members’ discussion {o the subject at hand and witin time limit; appoints commitiee
chairs and serves on committees, except the nominating commitee, s an ex-0ffico (10n-v0ig)
member, represents the association atal functions; coordinates the actvies of the association by
Keeping in fouch with other offcers, the membership, and the advisors; and keeps himsefinerself
informed to ensure that the assosiaton is moving according fo s program of actvtes.
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VICE PRESIDENT

The vice president assists the president in the discharge of is or her dufies. The vice-president
presides at meetings and other functions in the absence of the president and must be prepared
o assume the offce ofthe president f necessary. The vice president s in charge of ll comittee.
work and the management of committee assignments. Helshe works closely with all commitees,
Keeping wel informed ofther actties
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SECRETARY

The secratary prepares and reads the minutes of meetings; sends out and posts meeting nofices;
has the agenda for each meeting available for the president; reads communications at meetings;
counts and records votes when taken; attends fo offcial comespondence; keeps permanent
ecords; and maintains and has ready fo each meeting current descriptions of offcers’duties and
2 Secretary's Record.
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TREASURER

“The treasurer agminisers and i responsibl for association funds. Helshe keeps financial records.
in order and up to date; devises fund raising actities wih the cooperation of the appropriate
commites and the approval of the membership and advsor, assiss in preparing an annual budgef;
Serves on the projests and finance commitiees as an ex-offio (non-voting) member, and protects.
the fnancialreputation ofthe association.
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HISTORIAN

It the duty of the historian to serve in any capacity as directed by the president, o keep all
past financial and membership records as necessary, and to promote the general welfare of the

assosiaton.
The historan shout d the folowing:

1. Work closely with the secrtary and the reporter to keep a compiets record of association
activites.

2. Ensure that photographs are taken of al association actvies.
Keep a record book (i the form of a scrapbook) of all activties and events.
4. Develop a theme for the record book that will chronicle the year.
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REPORTER
The reporter gathers association news; prepares news releases and artiles for publication infocal
‘and statewide newspapers, acquaints local newspaper editors with information about TSA: assists
in the planning and aranging of association exnibi; and collets and prepares news and feature
stories of association actvties for national publications.




