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PRESIDENT – ELECTED OFFICER

The President is the highest-ranking officer in the Club. The position requires that the President:
1. 
Attend all business, Board, and instructor meetings.

2.
Preside over each business, Board, and special Board meeting.

3. 
Be responsible for making appointments to the various appointive offices of the Club.
4. 
Provides leadership and guidance to the other Board members and the general


membership.
5. 
Steps in to fill the gap or assign another person to do the job if an elective or appointive


officer fails to do his/her assigned job.
6. 
Provides inspiration and goals for the membership.
7. 
Submit an article to the Club bulletin each month which contains ideals and goals to be


followed.
8. 
Has responsibility for all Club related keys where available.
9. 
Be one of the signatories on all money accounts.
1st Vice President – ELECTED OFFICER
The 1st Vice President is the second highest-ranking position in the Club.  The position requires that the 1st Vice President:

 1.
Shall attend all business and Board meetings.

 2.  
Assist the President in his work when necessary.

 3.
To preside at all meetings and perform all duties of the President in his/her absence or 
inability to serve.  
 4.
Officiate as Chairman of the Membership Committee.

5.
Provide each new Club member a copy of the By-Laws and a name tag (if member paid for one).
 6.
Maintain a perpetual membership list.

7.
Recruit candidates for membership in this organization.  The new candidate’s interests, skills and ambitions may be discussed while keeping in mind the purpose of this organization.

8.
Shall introduce all new members to the membership and make them feel they are welcome and wanted in this organization.
 9.
Form a committee to assist with duties.

10.
Perform such other duties as they may pertain to that office.

2nd Vice President – ELECTED OFFICER
The position requires that the 2nd Vice President:

1.
Shall attend all business and Board meetings.

2.
Arrange for all programs at the educational meeting.

3.
Ensure that educational displays are shown.

4.
Shall preside at meetings in the absence of both the President and the First Vice 
President.
5.
Perform such other duties as they may pertain to that office.

3rd Vice President – ELECTED OFFICER  OMIT POSITION?
The position requires that the 3rd Vice President:

1.
Shall attend all business and board meetings.

2.
Shall have as primary duty responsibility for organizing show/s.

3.
In the absence of the President, First and Second Vice-Presidents, the Third Vice-
President shall preside at regular meetings.
4.  
Perform such other duties as they may pertain to that office.

Past President

The position requires that the Past President:

1.
Shall attend all business and Board meetings.

2.
Will assist the President in any capacity to facilitate continuity of the Organization.
Recording Secretary – ELECTED OFFICER
The position requires that the Recording Secretary:

1.
Shall attend all business and Board meetings.

2.
Shall take minutes of each meeting (may use an electronic device).
3.
Transcribe and type the minutes of each meeting.

4.
Provide a copy of the minutes for each Board Member or email a copy to each Board 
Member who has an email address.

5.
Shall furnish the President with a copy of the minutes of all regular and special meetings 
within five (5) days after the meeting.  
6.
Read the minutes of all meetings held between regular meetings, and the minutes of the 
previous meetings at each regular meeting.  Reading of the minutes may be waived by the 
chair without exception provided the minutes have been  posted seven (7) days prior to 
the meeting and provided  there is no objection by any member.
7.
Post the minutes in the minute book with any attachments i.e. Treasurer's Report

8.
Perform such other duties as they may pertain to that office..  
Corresponding Secretary – ELECTED OFFICER
The position requires that the Corresponding Secretary:

1.
Attend all business, Board, and instructor meetings.

2.
Shall conduct the correspondence of the Club.

3.
Serve as chairperson on the Publicity Committee.
4.
Shall issue all notices ordered by the Governing Body.
5.
Perform such other duties as they may pertain to that office.

Treasurer – ELECTED OFFICER
The position requires that the Treasurer:

1.  
Attend all business, Board, and instructor meetings

2.
Shall receive all dues and monies from all sources.  He/she will issue checks for any and all accounts payable and will keep a full and accurate record of all such transactions.

3.
Maintain accurate banking records.
4.
Prepare a written monthly financial report including CDs, Money Market, Saving, and Checking accounts.  The reports must list expenditures and receipts and give a balance of funds available.  The report must be submitted to the Board at each regular Board Meeting.

5.
Make deposits to the back.

6.
Shall be bonded.

7.
Perform such other duties as they may pertain to that office.
8.
See Attached detailed copy of the Treasurer's Duties

Weekly
 

Deposits:
All deposits are made with a duplicate deposit slip.  The yellow copy is stamped at the Bank and a second white receipt is also stamped. 
 
Deposits are made weekly, regardless of size and not accumulated week to week. 
  
Receipts:
The Treasurer must receipt for any and all monies received.  
 
Monthly
 
Bank Statement:
A bank statement for the prior month ending on the last day of the month is received around the 10th of each month.  It needs to be balanced then filed in the monthly envelope. 
 
Data Entry:
Quick Books:
After the end of the month, the deposits made and checks written need to be entered in Quick Books.  This needs to be done before the Board meeting on the first Tuesday of the month. 
 
Once the data is entered and the check balance agrees with your manual check stubs, reports can be printed for the Board meeting.  13 copies of each need to be made and distributed at the Board Meeting (one for each board member and one for posting on the bulletin board). 
 
Budget Report:
Excel:
From the monthly data you have listing receipts and bills paid, you can enter the Budget information into Excel which is on the club’s computer.  Print copy of the Budget Report for the Board of Directors.  (13 copies).
 
Board Meeting:
The Treasurer will give a report at the Board Meeting, bringing to the Board’s attention, any anticipated unusual expenses or any problems with Insurance, taxes, bank information etc. as necessary pertaining to that position.
 
Filing:
Paid bills throughout the month are placed in a large manilla envelope when paid and marked with the check number and date of payment.   The  envelope is usually kept in the Treasurer’s case until the end of the month.   At the end of the month, the envelope of paid bills is marked and placed in the second drawer of the locking file cabinet. 
 
Any other documents such as  leases, taxes, insurance, Federal or State filing forms etc. are placed in the file cabinet in the appropriate file. 
 
Always file to the front with the most recent being in the front of the file.
 
Annually:
 
Income Tax Preparation:
Once a year the End of the Year Financial Reports are made in Quick Books and sent to our Accountant.  (This is usually done in April and returned to the Treasurer for mailing in May.)  Be sure to make copies of all items mailed and file in the appropriate tax files in the locked file cabinet.
 
Bank Signatures:
Each year the Treasurer needs to coordinate a time for all officers to meet and go to the appropriate bank(s) to change officers signatures on accounts.  A copy of the signature card should be placed in the Bank file in the locked file cabinet  for reference. 
 
Inventory:
Once a year, at the beginning of the year, a physical inventory is taken of the contents of the clubhouse and storage shed.  The inventory is on computer in the Treasurer’s folder and can be easily updated on computer.  A copy should be placed on CD and placed in the Safety Deposit Box at the Bank for safe keeping in case of fire. 
 
Budget
The Treasurer will work with the Financial Advisory Committee providing data for the new budget each year. 
 
Audit:
It is the duty of the incoming Treasurer to make the prior year’s records available to the audit committee for audit.  It is best to simply pull all the records from the files and place them in a box for the audit committee to review just as the former Treasurer filed them. 
 
You will need the following:
1)      The large monthly manilla envelopes of paid bills for all 12 months (Jan thru Dec) which includes the Bank Statements.
2)      The Monthly  Financial Reports as were given to the Board of Directors
3)      Check book stubs
4)      Receipt books from a.  Shop   b.  Sales  c.  Membership   d.  Treasurer  and any other receipt books used for special events throughout the year
5)      End of the Year reports as were given to accountant.  (Detailed Profit and Loss for entire year)
6)      All deposit receipts
 
The Treasurer should not attend this audit, but must make certain that the audit committee has all the necessary records for their audit. 
 
Final Notes:
 
The Treasurer’s job should take approximately 6-10  hours a month.   The system we have is simple with very little filing and only monthly posting to Quick Books and Excel spread sheet.   If  an elected  Treasurer is NOT computer literate, the same system still applies.  Another appointed person can enter the data monthly in Quick Books and Excel from the Treasurer’s records and print them for the Board of Director’s meeting.   This gives the club a uniformity in reports year after year regardless of the computer skills of the Treasurer. 
 
Other duties:
The Treasurer usually purchases office supplies as needed throughout the year such as toner for the copier, paper, receipt books, adding machine tape etc. 
 
The Treasurer may be asked to supply change for a special event.  This is always done through a check that is taken to the bank and cashed in order to get the change needed for the event.  The Chairman of the event should  notify the Treasurer of the amount needed and denominations of change  at least one week before the event. 
 
The Treasurer may be asked to write checks at any Board of Directors or General Meeting therefore should have the checkbook available at those meetings.
	January
	First of month
	Pay Utilities, Janitor, & Velez family

	
	First of month
	Change officers at bank on safe deposit box, savings, checking and CDs

	
	15th
	CFMS dues calculation, forms, notify Federation and web master of new officers – pay dues

	
	Quartzsite Pow-Wow
	Purchase saw blades, tumbled rocks, rouge, buffing wheels, etc. for year as needed for education, gem show, shop

	
	General Meeting
	Reimburse Bulletin editor

	
	
	Award Past President pin from CFMS which is in locked file cabinet

	
	End of month
	Order Tailgate coverage through McDaniel’s insurance – at least notify of event (less than 500 people no need for extra insurance)

	
	Anytime that month
	Do complete inventory update – put on CD and put in Safe Deposit Box and one in locking file at club

	February
	First of month
	Pay Utilities, Janitor & Velez family

	
	First of month
	Pay Traveler’s Insurance (Dan Smith Insurance) on Buildings

	
	First of month
	Order from A-1 Portables toilets for Tailgate

	March
	First of month
	Pay Utilities, Janitor, & Velez family

	
	Before end of Month
	Pay ½ Property Tax  - (first installment) or pay for full year if Board approves and funds are available

	April
	First of month
	Pay Utilities, Janitor, & Velez family

	
	1st of Month
	Contact Accountant Quinn and set date to take books  to him AFTER April 15th

	May
	First of month
	Pay Utilities, Janitor, & Velez family

	
	When Quinn finishes books
	Pay filing fees and taxes as he requests – make copies for our files

	June
	First of month
	Pay Utilities, Janitor, & Velez family

	
	Mid month
	Start looking for future Treasurer and begin training/working together on projects without allowing them to handle deposits or checks, familiarize with filing system, general collection system etc.

	
	1st of whenever you get bill
	Pay Safety Deposit Box fee to bank

	July
	First of month
	Pay Utilities, Janitor, & Velez family

	
	Before end of month
	Pay State Board of Equalization Sales Tax (can file on line & send check by mail)

	
	First of month
	Register with Department of Justice for Raffle at Gem Show (on line)

	
	Before end of month
	Pay County Personal Property Tax 

	August
	First of month
	Pay Utilities, Janitor & Velez family

	September
	First of month
	Pay Utilities, Janitor, & Velez family

	
	? First of month
	Pay Dan Smith Insurance for Officers BOND for check signers

	
	First of month
	Pay Director & Officers Insurance through CFMS - McDaniel’s Insurance

	
	First of month
	Order Golden Bear Pin for Past President from CFMS or make sure there are some in the locking file cabinet

	October
	First of month
	Pay Utilities, Janitor, & Velez family

	November
	First of month
	Pay Utilities, Janitor, & Velez family

	
	Mid month
	Pay 2nd installment on Property Tax if not paid w/ first installment

	December
	Date to be determined
	Provide cash as requested working with the committee chair

	
	End of month
	Pay any outstanding bills, close books for year


FEDERATION DIRECTOR (CFMS Representative) - Elected Position

The basic responsibility of the Federation Director is to be the liaison between the Club and the

California Federation of Mineralogical Societies (CFMS).  He/she represents the Club in the on-going operation of the Federation. This position requires that the Federation Director:
1.
Shall attend all business and Board meetings.

2. 
Keep up-to-date on the continuing business and operation of the Federation. This is done


by:


a. 
Diligently reading the CFMS and AFMS Newsletters as they are issued for items



of interest and/or concern to the Club.


b. 
Attending and participating in the semi-annual Federation Director’s meeting of



the CFMS as a representative of the Club.

3. 
Keep the Club membership informed of CFMS business and items if interest to the Club


by:


a. 
Preparing articles for the Club bulletin each month.

b. 
Reporting on the pertinent information of both the CFMS and AFMS at the Club’s business and general meetings.

4. 
Serve as contact between the Federation and the Club in order to effectively resolve any


concerns raised by the Club relative to Federation policies or activities.

5. 
Speak for the Club at the Federation meetings in a manner best representing the position

of the Club as directed by the Club Board prior to the Federation meetings as required. This will require the Federation Director in some cases to take actions in the name of the


Club.  Such actions must be reported to the Club Board as soon as practicable.

6. 
Pass any information received at the Federation meetings to the Club Board.

7. 
The Federation Director is provided in the Club’s annual budget, mileage and lodging


expenses to attend the  Federation meetings.

Board Members - Four Positions - Elected Office
The Board Members:
1.
Shall attend all business and Board meetings.

2. 
Provide input as needed.

3.
Have the right to vote.
BULLETIN EDITOR - Appointed Position

The Bulletin Editor:

1.
Attend all General Meetings
2.
Prepares in typewritten form, a monthly bulletin with items of interest, upcoming events, 
calendar, list of Officers and Chairpersons and their phone number.

3.
Print and bring bulletins to monthly meetings for members who do not receive email. If the member does not pick it up, and does not have an email address, the editor is to mail it via the Post Office.  If a member has an email address, the editor will email the bulletin to that address.
4.
Report at each meeting any upcoming events or deadlines for the bulletin.

5.
Make certain that the editor has an updated list of members names, addresses, and 
birthdays.

6.
Any expense for postage or materials is to be submitted to the Treasurer.
By-Law Committee - Appointed Office

The By-Law Committee:

1.
Shall be chaired by the President.

2.
Shall keep the By-Laws current each year so that all members will know and 
understand the actions, procedures, and purposes of this organization.

3.
Shall review all bylaws and propose changes which the committee feels would be in the best interest of the Club.

Class/Workshop Coordinator - Appointed Position
The Class/Workshop Coordinator:

1.
Is responsible to provide a monthly educational/workshop opportunity for Club members.

2.
Determine the Club membership interests with an annual query of the membership or 
from asking members for suggestions.

3.
Arrange for the workshop supervisor or teacher.

4.
Write an announcement of workshops which will be placed in the monthly bulletin. The article should include the past workshop review and upcoming workshop information.  The article should provide a list of tools and materials needed for the upcoming workshop and identify who will be leading the class.

5.
Write thank you notes to volunteers.

6.
Maintain a file of information regarding workshops scheduled, people contacted, and the 

annual query results. This will provide the next coordinator valuable information for the


next term of office.

Display Chairperson - Appointed Position (MOVE TO 2ND VICE-PRESIDENT?)
The Display Chairperson:

Could add: Shall be chaired by the 2nd Vice-President
1.
Attend all General Meetings.

2.
Ensure that every month the display case is changed with a variety of lapidary work or anything pertaining to Earth Science.

3.
It is the Chairperson's responsibility to promote participation by members and to contact 
members to request they display their work.

4.
The Chairperson should be certain that each display is posted with a card that gives the 
name of the person whose work is on display and a brief description about the display.

5.
It is recommended that the Chairperson maintain a calendar of those who will be 
displaying their work and notify the individual at least one week in advance as a 
reminder.

6.
Notify the bulletin editor of the current display.
Education Committee - Appointed Position

Education Committee:

1.
Shall be chaired by the 2nd Vice President.

2.
Arrange for all programs for every Education Night (Guest Speakers, film, presentation, 
demonstration, etc.).

3.
Institute programs as follows:


a.
Set up educational presentations for scouts, schools, youth groups, public 



libraries, and other places which will provide information and interest in earth 


science.


b.
Get approval from the Club President for any and all presentations.


c.
Assure there are samples of minerals and rocks for distribution following a 


presentation.


d.
Maintain records of presentations including name of organization and dates.  


Keep a record of samples given out and an inventory for future use.

e.
Develop a consistent program to inform and educate groups including Club tours and other presentations to organizations or schools.  The program may include the steps of making a slab and a cabochon.

4.
Arrange for refreshments after the presentation.

5.
Submit a bill for supplies to the Board for approval.

Field Trip (Committee) - Appointed Office

The Field Trip Coordinator (Committee):

 1.
Shall attend all General Meetings

 2.
Schedule a full year's field trips in advance and post the same in the Field Trip Binder at 
the Club.  The trips should include several local day trips and some longer trips or "camp 
outs".  One field trip a month except for summer months should be scheduled.  Review 
the field trip plan with the President for approval  before presenting it to the Club 
members.

3.
Organize Field Trips and notify members through the bulletin of all upcoming field trips 

including meeting location, date and time of the trip, type of material to be collected, 
vehicles that can be used, and what to bring.  Notify the bulletin editor and webmaster of 
any upcoming field trip.  

4.
Verify that every person on the field trip has signed the release of liability form and has listed any known allergies.  A parent must sign the release of liability form for his/her minor child.
5.
Maintain an adequate supply of Release of Liability forms.  It is the responsibility of the 
Wagon Master to make copies of the form from the master form.  The master form must 
be kept at the Club facility in the file.

 6.
Maintain a First Aid kit and First Aid book for emergencies.

 7.
Insure there is some mode of communication to reach 911 in case of an emergency (cell 
phone, etc.).

 8.
Provide maps and directions to all members attending the field trip in the event that they 
are separated from the group or need to meet the group at the location.

 9.
Maintain a log of trips taken by the Club.  There is a large selection of field trip 
information at the Club facility in the file and in the library.  The field trip information 

must stay in the Club files, but can be removed for making copies and must be promptly 

returned to where it was found.
10.
Coordinates with other clubs on joint field trips.

11.
Assists newer attendees with desert driving, parking, where to look, what material to be 
found, use of tools, etc.
12. 
Put up directional signs to the selected camping/meeting location/place when necessary.

13.
Encourage and promote attendance of field trips with a positive attitude and the spirit of 
adventure.

Financial Advisory Committee - Appointed Position

The Financial Advisory Committee:

1.
Is to meet quarterly to audit the financial books and review the budget.

2. 
Verify that the checkbook balances with the bank statements

3.
Check that each amount in the ledger book coincides with each deposit made and each


check written.

Historian - Appointed Position
The Historian shall:

1.
Attend all General Meetings.

2.
Organize a committee in order to recruit helpers.

3.
Collect books, papers and valuable information pertaining to the objectives and purpose 
of this organization.

4.
Keep a yearbook by collecting and arranging all clippings, information, and pictures 
relating to the Club activities.  Display the yearbook in a prominent place at the Club for 
members and guest to view.

5.
Give a brief report at each meeting.
6.
Place a report in the Newsletter dealing with Club history.

7.
Place a brief history of any deceased Club’s member/s in the Newsletter.
8.
Prepare and present a summary of the year’s activities and accomplishments at the


end of the year, December Christmas Party.
Hospitality Committee - Appointed Office

The Hospitality Committee:

1.
Attend all General Meetings.

2.
Organize a committee in order to recruit helpers

3.
Organize the refreshments for the pot lucks, picnics, Christmas party, etc.  This includes preparing coffee, Iced Tea, Lemonade or Fruit Punch for the monthly potlucks.  

4.
Supervise, maintain and keep an inventory of all kitchen supplies and usage.

5.
Organize and meet with other committees to ensure we have the proper supplies for the 
Tailgate, Christmas Party, or any other Club event/s.

6.
Create an air of hospitality within the organization.
7.
 Present a budget to the Financial Advisory Committee before October’s Board Meeting.
Instructors - Volunteer Position
Librarian - Appointed Position

The Librarian:

1.
Attend all General Meetings

2.
Be in charge of the recording of each checked-out item.

3.
Collect fines. A fine of ($2.50) two dollars and fifty cents per month will be levied on each overdue book. The loan period of each book will be from the date of one regular meeting to the next regular meeting. There will be (1) one renewal allowed. Books lost must be paid for in full or replaced by the borrower.

4.
Keep an inventory of the library.

5.
Purchase new books and publications, within the limits of the budget, that may be of interest to the members, 

 6.
Present a budget to the Financial Advisory Committee by October's Board Meeting.
Maintenance Committee  - Appointed Position
The Maintenance Committee: 
Membership Committee - Appointed Office

The Membership Committee:

1.
Will be chaired by the First Vice President.

2.
Recruit candidates for membership in this organization.  The new candidate’s interests, skills and ambitions may be discussed while keeping in mind the purpose of this organization.

3.
Introduce all new members to the Club after ensuring that their dues have been paid.

4.
Submit monthly information to the Club’s newsletter. This may include profiles of the   new members and/or the activities and events of current members.

Petrified Pup Leader/Committee - Appointed Position

The Petrified Pup Leader’s responsibility of the position is to follow the outline given by the AFMS and conduct such activities so that the Junior Club members can obtain their badges accordingly. Such duties include, but are not limited to:

1.
Procure any necessary materials for the project.

2.
Have the materials available at the meeting.

3.
Conduct the project, or arrange for another person to teach/lead the project.

4.
The work table/s and any other equipment used must be cleaned at the project conclusion.  Attendees may be asked to help with this duty.

5.
Submit a monthly article to the Club newsletter stating last month’s accomplishment, the project for the next month, and any future projects.

6.
Submit to AFMS individual accomplishments and request badges as appropriate.

7.
Conduct the presentation of badges.

Publicity Committee - Appointed Position

The Publicity Committee:

1.  
Will be chaired by the Corresponding Secretary.

2.
Is responsible for all outside publicity.

3.
Submit articles to daily newspapers announcing pertinent Club events, such


as the shows, tailgates, special speakers, etc.
4.
Will have flyers printed that promote the Club’s regular meetings and distribute


them to various locations, such as rock and gem stores, libraries and other suitable places.

5.
Will maintain a supply of Club brochures, have more printed when needed, and ensure that the information is up-to-date.

6.
Encourage the public to become interested in this organization.

Purchasing Agent - Appointed Position

The Purchasing Agent:

1. Shall monitor and authorize expenditures up to $200.00, without Board Approval.

2. Provide a detailed report to the Treasurer by the end of each month, or at the time when the money needs to be replenished in the Petty Cash account.  
Shop Committee - Appointed Position

The Shop Committee consists of four different departments (Grinding, All You Need, Saw, and Silver)
1.
Be responsible for maintaining the shop equipment and premises in an orderly and 
workable condition.

2.
The shop committee shall instruct members in the safety and use requirements on all 
equipment in their department.

3.
Use of sign-in logs and/or collection fees for shop use will be determined by the Club


membership and carried out by the shop committee.

4.
Be responsible for ensuring that those who use the shop are entitled to do so in 
accordance with these Bylaws.

5.
Provide a training program for those desiring to be instructors.

6.
Maintain an inventory of all supplies and equipment for that department and submit a copy of it to the Treasurer for insurance purposes.

7.
Each Department must submit a budget to the Treasurer by October’s Board Meeting.

Show Committee - Appointed Position

The Show Committee:  Club Tailgate Show
1.
Will be chaired by the 3rd Vice President.  POSITION TO BE ELIMINATED?
2.
Make, print, and distribute flyers to the mailing list of vendors and clubs.

3.
Arrange with the Hospitality Chairperson for refreshments sales.

4.
Rope off and set up Club refreshment area at least (2) two days prior to the tailgate.

5.
Make arrangements for portable toilets to be dropped off and later picked up during the tailgate.  One restroom must be for handicapped use.  Check for supplies and cleanliness when delivered.

6.
Arrange for minor trash receptacles.

7.
Update the current list of vendors by distributing and collecting updated information forms from all of the vendors prior to the last date of the tailgate.

8.
Disassemble the Club kitchen area tent, return it to the Club and do general clean up 
securing the site.

Sunshine Person - Appointed Position

The Sunshine Person:


1.
Attend all General Meetings

2. 
Send appropriate card/s or flowers to any sick or bereaved members when this condition has been reported to the committee.

3.
Keep a list of all members birthdays and send a personal greeting to each member to arrive on the applicable date

4.
Send a note or card acknowledging a special event or occurrence in a member’s life

5.
Submits to the Club newsletter each month the applicable greetings for birthdays, anniversaries, get well wishes, condolences, etc.

6.
Report to the membership at meetings.

Webmaster - Appointed

The webmaster is the person responsible for creating and handling of the website, making sure that it contains the information relevant to the needs of the Club and making sure that the website is working properly.  The webmaster has the responsibility to: This seems to be redundant…all listed below
1.
Design and create a website most fitting to the requirements of the Club.

2.
Improve, enhance, and update the website as needed.

3.
Backup the website, calendar, and photos.

4.
Study the statistics of the website - its visibility, traffic and profitability.

5.
Customize the website on the nature of the Club’s needs

6.
Maximize the potential of the website through search engine optimization

7.
Constantly check the website for bugs and spam and perform the necessary adjustments or repair.

8.
Improve the ranking of the website on the major search engines such as Yahoo and Google.

9.
Control the security of the website against hackers to protect the most confidential 
information.

10.
Maintain the Club’s mailing lists.

11.
Maintain and repair the Club’s computers.
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