
Duties of Officers 
1. President: The president shall preside at all regular and special meetings of the club              

according to the constitution and shall set the agenda for each meeting. He/she shall, with the                
approval of the Executive Board, appoint all standing and special committees and, in the              
event of a vacancy in the Executive Board, shall, with the approval of the Executive Board,                
fill such vacancy by appointment until the next regular election of the club. He/she shall be                
an ex officio member of all committees. He/she shall maintain communication with other             
organizations if necessary. He/she shall keep track of assignments and deadlines, and shall             
supervise each Executive Board position, making sure they are fulfilling their duties.            
Additionally, the president shall be responsible for creating a communication channel for the             
member TSAs Presidents’ Council, and keeping track of the activities of said council. The              
president shall have unlimited access to all club funds.  

 
2. Vice-president: The vice-president shall succeed to the office of president in the event or              

removal of the latter for whatever cause, and, in the absence of the president, shall preside at                 
all meetings of the club. He/she shall be the contact point and leader for all delegates.                
Additionally, the vice-president shall be responsible for keeping track of the volunteers, their             
responsibilities, activities and communicate with them directly throughout the fiscal year.  

 
3. Secretary: The secretary shall maintain all club records, he/she shall keep meeting minutes             

and provide access to the copies to all officers. If he/she was unable to attend a meeting,                 
he/she shall find a replacement for his/her duties. He/she shall arrange the upcoming weekly              
meetings by distributing the agenda and sharing the calendar with the members. He/she shall              
make the announcements of the board-related activities. He/she shall maintain the           
membership database, mailing lists and communication software. He/she shall also keep           
track of meeting attendance. 

 
4. Treasurer: The treasurer shall have custody of all club funds, maintaining all necessary             

records and depositing all such funds in a bank approved by the Executive Board. He/she               
shall report on the club’s financial status at each meeting of the club and shall hold all                 
records available for inspection by any board member. All disbursements shall be by check              
and with the signature of two authorized officers. For events, he/she shall keep detailed              
records of the financial transactions, including but not limited to collecting Expenditure            
Request Form (ERF) - an itemized list of expected spending - and Proof of Expenditure               
Form (PEF) - a form collected after the event, filled by the event host, presented with any                 
receipts of event related expenditure- to later compare the two forms for any             



reimbursements. The treasurer shall work with the Director to fill Tax forms and any related               
government required document.  

 
5. Director: The Director shall maintain all legal and official documents. He/she must be             

present in all discussions with any legal counsel. He/she must audit processes within the              
organization to make sure nonprofit status is attained. 

 
6. Event Coordinator: The Event Coordinator shall be in charge of general planning and             

arrangement of events. He/she shall be responsible for arranging A/V, catering,           
accommodations and all other related matters on event organization. 

 
7. Marketing Coordinator: The Marketing Coordinator have responsibilities in two main fields:           

social media accounts and website activities. He/she is responsible to promote upcoming            
events, increase subscriptions and post material for the special days(e.g. May 19th, Oct 29th,              
Mothers’ Day…) in appropriate social media platform. Additionally, he/she shall maintain           
all the website activities, create posts, announce upcoming events on time and provide polls              
to engage visitors. In order to organize marketing processes, he/she should collect pictures             
and other audiovisual media during each event. It is also his/her responsibility to collaborate              
with the Event Coordinator and organize on-site activities during events. The processes of             
designing and distributing samples (e.g. pencils, bags, notebooks), creating visuals (flyers,           
posters), recording videos and preparing other visuals are in the control of Marketing             
Coordinator and he/she may collaborate with other board members as needed.  

 
8. Outreach Coordinator: The Outreach Coordinator is mainly responsible for initiating and           

maintaining outside contacts (e.g. companies, representatives, NGOs, college Turkish         
Student Associations). He/She have the right to involve or assign other general board             
members with the permission to get in contact with prominent members of the local              
Turkish-American society according to their field of expertise as needed. He/She may also             
proactively search for potential opportunities that allow NETSA to expand its reach within             
different communities and organizations. 


