POSITION DESCRIPTION

4-H LEADER'S ASSOCIATION

PRESIDENT

PURPOSE: Serve as chairperson of the 4-H Leader's Executive Board

Responsibilities

1. Serve as voting member of Executive Board.

2. Consults with 4-H Youth Development Agent and prepares agenda before each meeting.

3. Is well acquainted with the Association's Constitution and By-Laws.

4. Presides at all meetings and solicits ideas from all members.

5. Utilizes parliamentary procedure in the conducting of monthly meetings. 

6. Begins and ends meetings on time.

7. Responsible for initiating necessary committees.

8. Checks on progress of program and other committees and asks for a report 
from each chairperson.

9. Represents Green Lake County 4-H Leader's Association in relationship with  

    other organizations.

Volunteer Qualifications

1. Knowledge of the 4-H program.

2. Active member of Green Lake County 4-H.

3. Is organized, diplomatic, open-minded, a willing worker and possesses 

    leadership qualities.

4. Is not afraid to delegate responsibilities.

5. Recognizes talents and abilities in others.

Length of Term
1. One year as President with previous year serving as Vice-President, 

    followed by one year as Past President (3 years total).

Time Commitment
1. Preside over monthly Leader’s Association meetings.

2. Consult with 4-H and Youth Agent.

Advisor

1. 4-H Youth Development Agent

2. Past Association President

3. 4-H Leader's Executive Board

Rewards
1. Helping adult leaders grow and mature

2. Develop and refine leadership skills
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POSITON DESCRIPTION

4-H LEADER'S ASSOCIAll0N

VICE PRESIDENT
PURPOSE: Serve as chairperson of the 4-H Leader's Executive Board.

Responsibilities
1. Serve as voting member of Executive Board.

2. Is well acquainted with the Association's Constitution and By-Laws.

3. Presides at meetings and solicits ideas from all members when president is 

    absent.

4. Utilizes parliamentary procedure in the conducting of meetings.

5. Begins and ends meetings on time.

6. Checks on progress of program and other committees.

7. Represents Green Lake County 4-H Leader's Association in relationship with 

    other organizations.

Volunteer Qualifications

1. Knowledge of the 4-H program.

2. Active member of Green Lake County 4-H.

3. Is organized, diplomatic, open-minded, a willing worker and possesses 

    leadership qualities.

4. Is not afraid to delegate responsibilities.

5. Recognizes talents and abilities in others.

Length of Term

1. One year as Vice President, followed by one year President, and one year 

   as Past President (3 years total).

Time Commitment

1.  Attend monthly Leader’s Association meetings. 

2.  Consult with 4-H Youth Development Agent Advisor.

Advisor

1. 4-H and Youth Agent.

2. Past Association President.

3. 4-H Leader's Executive Board.

Rewards

1. Helping adult leaders grow and mature.

2. Develop and refine leadership skills.
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POSITION DESCRIPTION 

4-H LEADERS ASSOCIATION 

AREA DIRECTOR

(Dist. I, II, III, IV)

PURPOSE: Serve as the "Contact Person" in your area for the Executive Board.

Responsibilities
1. Serve as a voting member of the Executive Board and also assist in the set  


up of program direction and area emphasis for the county 4-H program.

2. Organize and conduct area business as necessary.

3. Contact club presidents and leaders in your area to relay messages, 

   meeting changes or cancellations.

4. Communicate ideas and suggestions from 4-H clubs in your area in order   

    to represent them to the Association.

5. Visit 4-H clubs in your assigned district in order to represent them to the 

    Association once a year.

6. Serve as a mentor by contacting the club leaders.

7. Meet the new Area Director no late than November to discuss 

    responsibilities of the Office.

Volunteer Qualifications

1. Active member of a local 4-H club.

2. Resourceful person.

3. Possesses leadership abilities.

4. Knowledge of Leader's Association organization.

5. Enjoy meeting and working with people.

Length of Term

1. Two-year term - elected odd or even years depending upon Director 

    District.

Time Commitment:

1. Attend monthly Leader’s Association meetings 

2. Consult with local clubs in District Area 

Advisor

1. Past Area Director for your District

2. 4-H Leader's Association Executive Board

Rewards

Learn organizational skills and help leaders learn, grow and mature.
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POSITION DESCRIPTION

4-H LEADER'S ASSOCIATION

SECRETARY

PURPOSE: Serve as the chief recording and corresponding officer and custodian of the records of the organization.

Responsibilities
1. Serves as a voting member of the Executive Board.

2. Maintains a complete and accurate record of all Executive Board and 

    Association meetings.

3. Sends a copy of the minutes of all meetings to the Extension Office to be

    typed and distributed within 10 days of the meeting.
4. Initiates correspondence as directed by the Executive Board and 

    correspondence directed by the Association.

5. Reads minutes of meetings and calls the President's attention to any

    unfinished business.

6. Advises with the President of pending business.

7. Meet with newly elected Secretary no later than November to discuss

   Secretary books, records and responsibilities of the office. Turn over the 

   records at this time or no later than the November meeting.

Volunteer Qualifications

1. Knowledge of the 4-H program.

2. Active member of Green Lake County 4-H.

3. Able to make accurate statements of motions, discussions, etc.

4. Can pick out the main thought in discussions and condense the idea for the

    minutes.

5. Can prepare minutes in a legibly approved format for duplication.

Length of Term

Two-year term -- elected in the odd number years.

Time Commitment

1.  Attend monthly Leader’s Association meetings.  

2.  Time involved in rewriting minutes and writing Association correspondence.

Advisor

1. Past Association Secretary

2. 4-H Leader's Association Executive Board

3. 4-H Youth Development Agent

Rewards
Develop written and oral communication skills.
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POSITION DESCRIPTION

4-H LEADER'S ASSOCIATION

TREASURER
PURPOSE: Collect and disperse the funds of the organization and keep accurate records.

Responsibilities

1. Serves as voting member of Executive Board.

2. Keeps an accurate record of all receipts and expenditures.

a. Receive money from clubs and members for county activities.

b. Make deposits within one month of receipt (savings, checking, all 

    project money or activity accounts).

c. Use an approved format to record receipts and expenditures.

d. Make entries in ledger at time of transaction.

e. Balance checkbook(s) immediately upon receipt of bank statement.

3. Pay bills upon authorization.

a. Authorization is done by the approval of the annual budget.

b. For items not budgeted, approval must come from the Executive  

    Board (at least 3 members).

c. Pay all authorized bills within one week of receipt.

4. Reporting 

a.  Present oral and written report of receipts, expenditures and current 

     balance since previous meeting to Executive Board.

b. Submit Internal Revenue Service forms when necessary.

c. Complete Bingo Occasion Report, Bingo Financial Report and Sales 

    Tax. Return as required. 

5. As a member of the Budget Committee, prepare an annual budget for the 

    fiscal period of Nov. 1 – Oct. 31.  The budget is to be presented to the 

    membership at the November meeting.

6. Let another Executive Board member know where you keep your records in 

    case of illness or other emergency.

7. Meet with newly elected treasurer in November to discuss treasurer's books 

    and discuss responsibilities of the office. Turn over records no later than the 

    November meeting.

Volunteer Qualifications 

1. Knowledge of the 4-H program.

2. Active member of Green Lake County 4-H.

3. Ability to write and present a concise report.

4. Knowledge of basic math and bookkeeping skills.

5. Sense of organization, honesty and dependability.

Length of Term

2 years

Time Commitment

1. Attend monthly Leader’s Association meetings.

2.  Time involved in maintaining books.

3. Take care of expenditures for Fair Ad Sales, Bingo, and other fundraisers.

 Advisors

1. Past Association Treasurer

2. 4-H Executive Board

3. 4-H Youth Development Agent

Rewards

Further develop organizational skills
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POSITION DESCRIPTION

4-H LEADER'S ASSOCIATION

BINGO CHAIRPERSON
PURPOSE: Serve as the overall coordinator of the annual Green Lake Co. 4-H Leader's Association BINGO Fundraising Program.

1. Be familiar with the Wisconsin Bingo Law Requirements.

2. Complete annual BINGO license renewal application forms and send it to be 

    processed (May).

3. Help secure the Supervising Members of BINGO Occasions (March).

4. Along with Supervisors, set up annual BINGO schedule for inclusion in Fair 

    Premium Book (February).

5. Set up BINGO help schedule and inform Supervisors and 4-H Club 

    Organizational Leaders of this schedule (May, June).

6. Order extra BINGO supplies (chips, etc.) when needed. Bingo supply 

    catalogues are given to chairperson.

7. Keep organized copies of Bingo information, reports, etc. in folders.

8. Answer any supervisors or state BINGO official's questions about BINGO.

Volunteer Qualifications

1. Knowledge of Leader's Association.

2. Organizational abilities.

3. Able and willing to delegate responsibilities.

Length of Term

Voluntary

Time Commitment
Very flexible - whatever time necessary to complete organizational tasks. Report forms must be done within time frames given above.

Advisors

1. Past BINGO Chairperson

2. Executive Board of Association 

3. 4-H Youth Development Agent
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