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TITLE

President
PURPOSE
Manage the business of the Community League and ensure legal and ethical responsibilities are successfully completed.  Guide the League in setting its policies, executing its decisions, and represent the concerns of Community League members at executive meetings, board meetings, area council and/or EFCL meetings unless alternate is designated.
RESPONSIBILITIES

· Preside over all meetings of the League, as per established procedures of the League and ensure agenda is adhered to in a timely manner.
· Be an ex-officio member of all committees, except a Nominating Committee.
· Be responsible for the general supervision of all activities of the League.
· Be familiar with League’s standard operating procedures (to be reviewed annually for updates and amendments) and be familiar with the League’s bylaws (to be reviewed annually for updates or amendments) and presented to the executive at a special meeting
· Shall maintain signing authority on general and casino bank accounts
· Co-ordinate/liaison with other Community Leagues, EFCL, the South East Council, the City and other related organizations
· Shall have signing authority for funds of general account and casino account and maintain signing authority for legal documents
· Approve final draft of monthly meeting agenda at least 3 days prior to meeting.
· Oversee and supervise the Hall Rental Coordinator
· Shall have, in the case of a tie, the deciding vote.
· All correspondence received by the President will be presented at meetings as New Correspondence in the agenda.

QUALIFICATIONS
· Ability to delegate
· Avonmore Community League member in good standing
· Good written and verbal communication skills
· Leadership skills
· Strong commitment to community welfare
TIME COMMITMENT
· Two year term commitment
· 20 - 30 hours per month
· Monthly Board of Directors meetings
· Executive meetings as required
· Annual General meetings
· Any other meeting as required

TITLE

Vice President of Administration
PURPOSE
Assist the President with managing the business of the Community League.  Oversee the progress of your team, consisting of: Civics Director, Facilities Director, Membership Director and Communications Coordinator

RESPONSIBILITIES

· Be an ex-officio member of all committees pertaining to your team
· Be familiar with League’s standard operating procedures (to be reviewed annually for updates and amendments) and be familiar with the League’s bylaws (to be reviewed annually for updates or amendments)
· Be familiar with the job descriptions for the positions of your team members
· Assist team members in preparation of annual budget
· Meet with Financial Committee, consisting of Vice President of Administration, Vice President of Operations, Treasurer and Bookkeeper.  This committee shall meet once a month prior to Board of Directors meeting to reconcile the books of the League as well as the bank
· Shall maintain signing authority on general and casino bank accounts
· Contact the secretary no later than one (1) week prior to monthly meeting for any contributions or additions to agenda including pertinent correspondence and any important information regarding your team.
· Shall fill the position of President if it becomes vacant between elections and assume all authority and responsibilities designated to the President until the latter is again available or replaced at the Annual General Meeting
· In the event the Vice President of Administration replaces the President, the Vice-President’s position shall be opened for election at the next Annual General Meeting

QUALIFICATIONS
· Ability to delegate
· Avonmore Community League member in good standing
· Good written and verbal communication skills
· Leadership skills
· Strong commitment to community welfare

TIME COMMITMENT
· Two year term commitment
· 15 - 20 hours per month
· Monthly Financial Committee meetings
· Monthly Board of Directors meetings
· Executive meetings as required
· Annual General meetings
· Any other meeting as required

TITLE

Vice President of Operations
PURPOSE
Assist the President with managing the business of the Community League.  Oversee the progress of your team, consisting of: Programs Director, Social Director, Sports Director and Neighbourhood Watch Coordinator.

RESPONSIBILITIES

· Be an ex-officio member of all committees pertaining to your team
· Be familiar with League’s standard operating procedures (to be reviewed annually for updates and amendments) and be familiar with the League’s bylaws (to be reviewed annually for updates or amendments)
· Shall maintain signing authority on general and casino bank accounts
· Be familiar with the job descriptions for the positions of your team members
· Assist team members in preparation of annual budget
· Meet with Financial Committee, consisting of Vice President of Administration, Vice President of Operations, Treasurer and Bookkeeper.  This committee shall meet once a month prior to Board of Directors meeting to reconcile the books of the League as well as the bank
· Contact the secretary no later than one (1) week prior to monthly meeting for any contributions or additions to agenda including pertinent correspondence and any important information regarding your team
· Shall, in the absence of the President and Vice President - Administration, assume all authority and responsibilities designated to the President until the latter is again available or replaced at the Annual Meeting
· In the event the Vice President of Operation replaces the President, the Vice-President’s position shall be opened for election at the next Annual General Meeting

QUALIFICATIONS
· Ability to delegate
· Avonmore Community League member in good standing
· Good written and verbal communication skills
· Leadership skills
· Strong commitment to community welfare

TIME COMMITMENT
· Two year term commitment
· 15 - 20 hours per month
· Monthly Financial Committee meetings
· Monthly Board of Directors meetings
· Executive meetings as required
· Annual general meetings
· Any other meetings as required

TITLE

Treasurer
PURPOSE
Ensure prompt payment of all debts incurred on behalf of the Community League and proper recording of said debts.  Oversee the progress of your team, Fundraising and Grants Director and Bookkeeper. The Bookkeeper position must be filled by a designate other than the Treasurer.

RESPONSIBILITIES

· Shall ensure proper payment on behalf of the League all bills, notes, cheques, debentures and other papers or documents which pertain to finances of the League
· Shall maintain signing authority on general and casino bank accounts
· Be familiar with the job descriptions for the positions of your team members
· Meet with Financial Committee, consisting of Vice President of Administration, Vice President of Operations, Treasurer and Bookkeeper.  This committee shall meet once a month prior to Board of Directors meeting to reconcile the books of the League as well as the bank
· Be familiar with League’s standard operating procedures (to be reviewed annually for updates and amendments) and be familiar with the League’s bylaws (to be reviewed annually for updates or amendments)
· Shall present the monthly Financial Report at each Board of Directors meeting and Executive meeting.
· Contact the secretary no later than one (1) week prior to monthly meeting for any contributions or additions to agenda including pertinent correspondence and any important information regarding your team
· Liaison with Community Services in regards to payroll of summer playground staff and ensure all related documents are filed
· Assist with grant applications as necessary
· Ensure timely preparation of financial records for annual review
· Prepare casino reports for the Alberta Liquor and Gaming Commission
· Collect budget information from team leaders and prepare consolidated budget for approval by Board of Directors
· Shall make available the books and records of the League to any league member providing proper notice has been received.

QUALIFICATIONS

· Avonmore Community League member in good standing
· Good written and verbal communication skills
· Accounting or Bookkeeping experience is an asset
· Strong commitment to community welfare

TIME COMMITMENT

· Two year term commitment
· 10 -15 hours per month
· Monthly Financial Committee meetings
· Monthly Board of Directors meetings
· Executive meetings as required
· Annual general meetings

TITLE

Secretary
PURPOSE
Record the business of the Community League in a legally acceptable fashion.

RESPONSIBILITIES

· Prepare agenda for monthly meeting and get President’s final approval no less than 3 days prior to meeting
· Shall ensure distribution of agenda and previous month’s minutes prior to current monthly meeting
· Attend all Monthly Board of Directors meetings, Executive meetings and Annual General meeting and record accurate minutes of the same.
· Be familiar with League’s standard operating procedures (to be reviewed annually for updates and amendments) and be familiar with the League’s bylaws (to be reviewed annually for updates or amendments)
· Bring copy of bylaw to all meetings for reference purposes
· Maintains copies of the minutes from past meetings
· Ensure that all executive members have an up to date listing of executive positions
· Files the annual return, changes of the directors of the League, amendments to the bylaws, and other incorporating documents with corporate registry
· Keeps Edmonton Federation of Community Leagues updated on executive positions
· Keeps the corporate seal of the League for use as required
· Prepare annual budget and submit to team leader for incorporation into consolidated budget

QUALIFICATIONS
· Avonmore Community League member in good standing
· Good written and verbal communication skills
· Keyboarding and computer skills an asset
· Strong commitment to community welfare

TIME COMMITMENT
· Two year term commitment
· 10-12 hours per month
· Monthly Board of Directors meetings
· Executive meetings as required
· Annual General meetings
· Any other meetings as required
TITLE

Civics Director
PURPOSE
Act as a liaison on behalf of the Community League in regards to any community development issues relating to planning, development and transportation.

RESPONSIBILITIES

· Attend related meetings with planning and development, transportation, city council, etc.
· Be familiar with League’s standard operating procedures (to be reviewed annually for updates and amendments) and be familiar with the League’s bylaws (to be reviewed annually for updates or amendments)
· Provide a liaison to the Board of Directors with any ad hoc committees relating to any specific development issues
· Report to the Vice President of Administration on any pertinent information or changes that have a direct impact on the Community League
· Contact the Vice President of Administration 10 days prior to the monthly Board of Directors meeting with any agenda items
· Prepare annual budget and submit to team leader for incorporation into consolidated budget

QUALIFICATIONS

· Avonmore Community League member in good standing

· Good written and verbal communication skills
· Strong commitment to community welfare

TIME COMMITMENT

· Two year term commitment
· 7-10 hours per month
· Monthly Board of Directors meetings
· Annual General meetings
· Any other meetings as required

TITLE

Facilities Director
PURPOSE
Oversee the use, maintenance, and operation of the Community League buildings and grounds.

RESPONSIBILITIES

· Maintain maintenance and repair schedules and actions
· Liaison with hall rentals, hall cleaning and rink director to ensure smooth running of all areas
· Has the ability to hire subcontractors
· Insure that all contractors are licensed by the City Of Edmonton
· Ensure that all companies working for the League or hired sub trades are fully insured and bonded as well as having WCB coverage
· Ensure that a minimum of two bids are received on all work, except emergency repairs
· Be familiar with League’s standard operating procedures (to be reviewed annually for updates and amendments) and be familiar with the League’s bylaws (to be reviewed annually for updates or amendments)
· Report to the Vice President of Administration on any pertinent information or changes that have a direct impact on the Community League
· Contact the Vice President of Administration 10 days prior to the monthly Board of Directors meeting with any agenda items
· Prepare annual budget and submit to team leader for incorporation into consolidated budget
QUALIFICATIONS
· Avonmore Community League member in good standing
· Carpentry skills an asset
· Strong commitment to community welfare

TIME COMMITMENT
· Two year term commitment
· 5-6 hours per month
· Monthly Board of Directors meetings
· Annual General meetings
· Any other meetings as required

TITLE

Membership Director
PURPOSE
Recruit maximum membership volume and participation in the Community League to ensure an effective membership drive is carried out.

RESPONSIBILITIES

· Obtain and organize membership materials from EFCL
· Advertise the drive in the community league newsletter
· Arrange annual membership drive
· Recruit, train and assign a route to volunteers for membership drive
· Issue receipts to canvassers upon return of their packages and monies 
· Take phone/mail memberships
· Attend registration days for sports and program events or arrange for a designate
· Reconcile all membership fees and coordinate the deposit of same with the bookkeeper
· Maintain current membership list and distribute to the Board of Directors
· Be familiar with League’s standard operating procedures (to be reviewed annually for updates and amendments) and be familiar with the League’s bylaws (to be reviewed annually for updates or amendments)
· Report to the Vice President of Administration on any pertinent information or changes that have a direct impact on the Community League
· Contact the Vice President of Administration 10 days prior to the monthly Board of Directors meeting with any agenda items 
· Prepare annual budget and submit to team leader for incorporation into consolidated budget
QUALIFICATIONS
· Avonmore Community League member in good standing
· Excellent organizational and interpersonal skills
· Strong commitment to community welfare

TIME COMMITMENT
· Two year term commitment
· Approximately 20 hours when coordinating the membership drive
· Approximately 5 hours per month after that
· Monthly Board of Directors meetings
· Annual General meetings
· Any other meetings as required
TITLE

Programs Director
PURPOSE
To ensure programs are offered through the community at a reasonable cost and the needs of the members are met.

RESPONSIBILITIES

· Liaison with community services and the summer park program staff
· Look for courses and programs that might interest members
· Recruit instructors as necessary
· Ensure hall is available for course
· Apply to school boards for gym lease
· Advertise in newsletter at least one month prior to start date and include a contact person
· Take registration and collect fees for courses and provide receipts to participants
· Hand over money to the bookkeeper within 24 hours of registration
· Each program requires an evaluation by participants to determine user satisfaction, quality of instruction, interest to run the program again
· Be familiar with League’s standard operating procedures (to be reviewed annually for updates and amendments) and be familiar with the League’s bylaws (to be reviewed annually for updates or amendments)
· Report to the Vice President of Operations on any pertinent information that have a direct impact on the Community League
· Contact the Vice President of Operations 10 days prior to the monthly Board of Directors meeting with any agenda items 
· Prepare annual budget and submit to team leader for incorporation into consolidated budget
QUALIFICATIONS

· Avonmore Community League member in good standing
· Ability to delegate and recruit
· Strong commitment to community welfare

TIME COMMITMENT

· Two year term commitment
· 5-10 hours per month
· Monthly Board of Directors meetings
· Annual General meetings
· Any other meetings as required
TITLE

Social Director
PURPOSE
Plan, organize and implement social events for the Community League.

RESPONSIBILITIES

· Preparation and organization of event including:
· Book the hall
· Liaison with Communications Director to ensure that the event is well advertised at least 1 month prior to the event
· Acquire liquor license if required
· Enlist volunteers

· Attend all social events or designate a delegate
· Account for funds, ensure monies are given to the bookkeeper for deposit within 24 hours of the social event
· Be familiar with League’s standard operating procedures (to be reviewed annually for updates and amendments) and be familiar with the League’s bylaws (to be reviewed annually for updates or amendments)
· Report to the Vice President of Operations on any pertinent information that have a direct impact on the Community League
· Contact the Vice President of Operations 10 days prior to the monthly Board of Directors meeting with any agenda items
· Prepare annual budget and submit to team leader for incorporation into consolidated budget
QUALIFICATIONS

· Avonmore Community League member in good standing
· Enthusiastic and outgoing
· Ability to delegate and recruit
· Good organizational and delegation skills
· Strong commitment to community welfare

TIME COMMITMENT

· Two year term commitment
· Weekly time dependent upon activities planned
· Monthly Board of Directors meetings
· Annual General meetings
· Any other meetings as required
TITLE

Sports Director
PURPOSE
Organize and supervise all sports activities supported by the League.

RESPONSIBILITIES

· Select advisors as required to implement the summer playground program
· Select and supervises coaches for the summer soccer program
· Select referees
· Book hall for registration times
· Ensures adequate staffing of registration nights
· Liaison with Membership Director to ensure someone is on hand for registration nights
· Organize the registration into teams according to age group
· Maintain team equipment (uniforms, balls, nets, etc.)
· Book the photographer and time/place for team pictures
· Book and organizes wind up events
· Organize bottle drive and other fund raising events
· Notify coaches of tournaments 
· Liaison with community services regarding playground summer program
· Be familiar with League’s standard operating procedures (to be reviewed annually for updates and amendments) and be familiar with the League’s bylaws (to be reviewed annually for updates or amendments)
· Report to the Vice President Of Operations on any pertinent information that have a direct impact on the community league
· Contact the Vice President Of Operations 10 days prior to the monthly Board Of Directors meeting with any agenda items
· Prepare annual budget and submit to team leader for incorporation into consolidated budget
QUALIFICATIONS

· Avonmore Community League member in good standing
· Enthusiastic and outgoing
· Ability to delegate and recruit
· Good organizational and delegation skills
· Strong commitment to community welfare

TIME COMMITMENT

· Two year term commitment
· Varies as to start up of sports programs
· South East Soccer Association meetings
· Monthly Board of Directors meetings
· Annual General meetings
· Any other meetings as required
TITLE

Fundraising and Grants Director
PURPOSE
Research, plan and implement fund raising activities for the Community League, to find out about and apply for applicable grants.

RESPONSIBILITIES

· Advise and report to Treasurer of financial reporting requirements and complete evaluation of each grant assisted project
· Complete grant applications and conduct follow up
· Liaison with city and provincial governments to research grant opportunities
· Maintain current knowledge of fund raising activities
· Suggest fund raising activities to the Board of Directors
· Be familiar with League’s standard operating procedures (to be reviewed annually for updates and amendments) and be familiar with the League’s bylaws (to be reviewed annually for updates or amendments)
· Prepare annual budget and submit to team leader for incorporation into consolidated budget
QUALIFICATIONS

· Avonmore Community League member in good standing
· Organizational skills an asset
· Strong commitment to community welfare

TIME COMMITMENT

· Two year term commitment
· 7-10 hours per month
· Monthly Board of Directors meetings
· Annual General meetings
· Any other meetings as required
TITLE

Hall Rental Co-ordinator
PURPOSE
To coordinate facility rentals of Avonmore Community League
RESPONSIBILITIES

· Take phone calls about rental of buildings
· Show buildings to prospective renters

· Rent Buildings

· Take deposit

· Collect damage deposit and remaining rent

· Get keys to renter

· Get rental agreement signed

· After-rental inspection and get keys back from renter

· Liaise with Vice President of Administration regarding condition of buildings and all repairs

· Notify cleaner when required

· Supervision of cleaning contractor

· Write any letters necessary to advertise the buildings

· Collect rent and liaise with rent holders

· Keep leases up to date

· Ensure terms of lease are agreed to and adhered to

· Phone for garbage pickup

· Meet with subcontractors, utility personnel who need access to the buildings

· Get money to bookkeeper on a timely basis

· Issue receipts to leaseholders and renters

· Deal with leaseholder concerns regarding heating, lighting, etc.

· Report to the executive regarding upcoming events and / or rentals

· Keep log of the keys

· Express expectation to Green Shack employees of hall upkeep
QUALIFICATIONS

· Avonmore Community League member in good standing
· Organizational skills an asset

· Strong commitment to community welfare
· Enthusiastic, outgoing personality

· Tactful when dealing with renter concerns

· Available on the weekends when hall rental demand will be the highest
TIME COMMITMENT

· One year term commitment – can be terminated by either party at any time
· Monthly Board of Directors meetings
· Annual General meetings
· Any other meetings as required
Expected Accomplishments
· Inventory of the amenities and purchase required items

· Long term goal to increase the number of weekend hall rentals
Remuneration
· This is a paid position, salary to be negotiated with Avonmore Community League Executive
TITLE

Hall Cleaner
PURPOSE
To clean the Avonmore Community Hall and Rink Building
RESPONSIBILITIES

· To clean the halls as deemed necessary by the Hall Rental co-ordinator

QUALIFICATIONS

· Avonmore Community League member in good standing
· Available on the weekends when hall rental demand will be the highest
TIME COMMITMENT

· One year term commitment – can be terminated by either party at any time
EXPECTED ACCOMPLISHMENTS
· Keep the facilities clean

· Inform the Hall Rental Co-ordinator of any concerns with regard to needed repairs or replacement of lights, switches, fixtures, ec.
REMUNERATION
· This is a paid position, salary to be negotiated with Avonmore Community League Executive
TITLE

Bookkeeper
PURPOSE
Provide receipts for monies given and deposit same in a timely manner, keeping accurate records of transactions.
RESPONSIBILITIES

· Receives all monies collected or otherwise received on behalf of the League and issues receipts to the appropriate person
· Verify receipts with deposit tracking all community league monetary income
· Meet with Financial Committee, consisting of Vice President of Administration, Vice President of Operations, Treasurer and Bookkeeper.  This committee shall meet once a month prior to Board of Directors meeting to reconcile the books of the League as well as the bank
· Data entry of the financial books
· Assist with preparation of financial records for annual review
· Be familiar with League’s standard operating procedures (to be reviewed annually for updates and amendments) and be familiar with the League’s bylaws (to be reviewed annually for updates or amendments)
· Report to the Treasurer on any pertinent information that have a direct impact on the Community League

QUALIFICATIONS

· Avonmore Community League member in good standing
· Bookkeeping and organizational skills an asset
· Responsible and trust worthy
· Strong commitment to community welfare

TIME COMMITMENT

· Two year term commitment

· 4-7 hours per month

· Monthly Financial Committee meetings

· Monthly Board of Directors meetings

· Annual General meetings

TITLE

Communications Coordinator

PURPOSE
Ensure that all league sponsored events and activities are reported in the newsletter, website and any other communication venues.

RESPONSIBILITIES

· Set a deadline for receiving information for the newsletter from the Board of Directors

· Prepare information for the printers

· Ensure content is in good taste and is non offensive

· Meet newsletter deadlines each month

· Coordinate distribution of newsletter

· Update Avonmore Community sign on a regular basis

· Be familiar with League’s standard operating procedures (to be reviewed annually for updates and amendments) and be familiar with the League’s bylaws (to be reviewed annually for updates or amendments)

· Report to the Vice President of Administration on any pertinent information that have a direct impact on the Community League

· Contact the Vice President of Administration 10 days prior to the monthly Board of Directors meeting with any agenda items
· Prepare annual budget and submit to team leader for incorporation into consolidated budget
QUALIFICATIONS

· Avonmore Community League member in good standing

· Organizational skills an asset

· Strong commitment to community welfare

TIME COMMITMENT

· Two year term commitment

· 3-5 hours per month for preparation and distribution of newsletter

· Monthly Board of Directors meetings

· Annual General meetings
· Any other meetings as required
TITLE

Rink Coordinator
PURPOSE
To provide the community with outdoor rink and supervision

RESPONSIBILITIES

· Install the ice for the outdoor rinks

· Coordinate the recruitment of volunteers to open the rink, scrape and flood the ice

· Maintain or delegate the maintenance of the ice surface throughout the winter

· Determine the parameters surrounding the operation of the rink (high and low temperatures)

· Be familiar with League’s standard operating procedures (to be reviewed annually for updates and amendments) and be familiar with the League’s bylaws (to be reviewed annually for updates or amendments)

· Report to the Vice President Of Operations on any pertinent information that have a direct impact on the community league

· Contact the Vice President Of Operations 10 days prior to the monthly board of directors meeting with any agenda items
· Prepare annual budget and submit to team leader for incorporation into consolidated budget
QUALIFICATIONS

· Knowledge of ice making a definite asset

· Knowledge of how to properly flood ice 

· Avonmore Community League member in good standing

· Ability to delegate

· Ability to ask for help before burnout sets in

TIME COMMITMENT

· Lots of hours October – March
TITLE

Neighbourhood Watch Coordinator

PURPOSE
Coordinate the Neighbourhood watch and other safety programs

RESPONSIBILITIES

· Acts as liaison with City Police

· Contact Communications Coordinator with any information for the newsletter regarding the safety of the community

· Responsible for the Community League area, recruits and trains Block Captains and Area Leaders and organizes 2 - 3 community meetings a year

· To be a central depot for information on the Neighbourhood Watch Program for distribution to members of the organization and other interested parties

· To delegate tasks involved in the operation of the program

· Be familiar with League’s standard operating procedures (to be reviewed annually for updates and amendments) and be familiar with the League’s bylaws (to be reviewed annually for updates or amendments)

· Report to the Vice President of Operations on any pertinent information that have a direct impact on the Community League

· Contact the Vice President of Operations 10 days prior to the monthly Board of Directors meeting with any agenda items
· Prepare annual budget and submit to team leader for incorporation into consolidated budget
QUALIFICATIONS

· Avonmore Community League member in good standing

· Organizational skills an asset

· Strong commitment to community welfare

TIME COMMITMENT

· Two year term commitment

· 3-5 hours per month

· Monthly Board of Directors meetings

· Annual General meetings

· Any other meetings as required
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