Rev 3/2018
Revised by:  Sherri Torres
COMPUTER DATA AND DOCUMENTS
Job Description
Reports to President-Elect

The Computer Data and Documents Chairman will maintain the electronic and printed files at the Chapter Office.  She is responsible for storing and organizing all of the data thumb drives and printed documents to comply with the document retention policy adopted in April 2012.  She will also be responsible to recommend changes to the Board and Policy Committees and to implement the changes when approved.

Required Skills:
· Effective communication skills, both written and oral
· Basic computer skills needed for correspondence and completing reports

Training:
· Understand Budget process.
· Understand Voucher repayment process.  President-Elect is required to co-sign.

Weekly Duties (as needed):
· Copy President-Elect on any email correspondence.
· Any newsletter announcements are due to the President on the Wednesday prior to the Sunday newsletter.  Be sure to copy President-Elect.

Monthly Duties (as needed):
· You will be asked to submit any meeting updates prior to each monthly Board meeting.
· Keep track of any expenditures and watch the Treasurer’s report to make sure the information in your category is up to date and correct.

Other Specific Duties:
· Attend Leadership Training at the beginning of the fiscal year (June).
· Be sure to use Springfest forms compiled by Membership to engage every member who identified interest in helping.
· You will be responsible for writing an end-of-year report.  This is due to the President no later than May 10th.  If you do not have final data for your area, the report can be amended to update data when you have it.  It is helpful to keep notes of activities and pertinent information as the year goes along. This report is extremely helpful to your successor.  
· You will be asked to supply information to update the Member Handbook.
· Be familiar with the policies and bylaws/standing rules that pertain to your position.
· Write meeting minutes for every meeting you chair.  Copy attendees.  Keep a copy for future reference.

Specific Duties:
· Attend regular meetings.  Inform President in advance if needing to be on the meeting agenda.
· Follow Assistance League® of Indianapolis Policies and Standing Rules.
· Give meeting reports and presentations as needed.
· Remind Committee chairmen and all administrative and financial committees and program chairmen that they must comply with the Retention Policy.  You shall be the custodian of thumb drives containing computer data and documents and maintain a database that records these files for easy access.
· Prepare year-end reports to pass along to the following year’s chair, President-Elect and stand-alone copy.  
· Revise and update job description as needed and have approved by the President-Elect.
· Receive prior approval for expenses of office supplies and document retentions and submit vouchers to the President-Elect to co-sign and then submit to the Treasurer for reimbursement.
· Prepare budget request in February/March and submit to the Budget Committee for consideration.
· Prepare 3 copies of the Annual Report for this position to be filed with the procedure manual and the President’s file.
· Pass along procedure manual and train incoming Computer Data and Document Chair.
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