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SHABE Board Officer Descriptions
President Elect

· Preside at the SHABE Executive Board meetings in the absence of the President

· Serve as a member of the Membership Committee 

· Coordinate the annual SHABE Mini-Conference 

· Will take the President role the following year.

Vice President

· Keep and make available an accurate up-to-date list of SHABE members 

· Review and or verify SHABE membership with TABE

· Constantly recruit new members at all events

Treasurer

· Have charge of all monies of the Association and report thereon at the regular meetings of the Association

· Keep an itemized account of all receipts and expenditures 

· Deposit and disburse funds as designated by the Executive Board.
· Submit a financial report at the first general meeting for SHABE.

Secretary

· Keep accurate written records of the proceedings of all business meetings to the Association and the Executive Board 

· Maintain all records including minutes, agenda, and correspondence.  
Parliamentarian
· Shall maintain correct parliamentary procedures during all meetings by following ROBERT RULES OF ORDER NEWLY REVISED (latest edition) 

· Assure that the executive board meetings keep on topic
Historian

· Record the history of SHABE through photos that can be shared on the website and can be printed in flyers 

· Create certificates of attendance for the Fall mini-conference 

· Award certificates for the Teacher of the Year Banquet
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