Revised 2009


Application for Executive Board Member

McChord Officers’ Spouses Club
Please complete the information requested.  This information will be used to formulate a slate of officers for election by the General Membership and a list of chairperson volunteers for appointment by the president.  Information may be input directly on this form using Microsoft WORD by clicking in the box.  
NAME  

ADDRESS   

E-MAIL ADDRESS  

PHONE 






McCHORD OSC MEMBER?   

SPONSOR NAME AND UNIT  

ELECTED POSITIONS
Please mark the position you are interested in.  If interested in more than one position, rank order those positions.  See below for position descriptions.
        President





Recording Secretary

        Parliamentarian



         Corresponding Secretary

        Vice President




Social Treasurer

        
Welfare Treasurer
APPOINTED POSITIONS
Please mark the position you are interested in.  If interested in more than one position, rank order those positions.  See below for position descriptions.

Airwaves





Reservations

Associate Rep




Scholarships

Child Care





Socials/Programs
Membership




Thrift Shop Rep

Publicity





Ways and Means

Red Cross Rep




Webmaster 








Welcoming
OTHER OPPORTUNITIES

Please mark the position you are interested in.  If interested in more than one position, rank order those positions.  See below for committee descriptions.


Cookie Drop Committee


Dessert Auction Cmte

OSC or squadron experience

Education, work experience or volunteer experience
Other comments


Your initials here 
     indicate you agree to place your name in nomination.

Please save this document on your hard drive as OSC_Board_Your_Name.doc and forward to the Nominating Committee Chair.
Thank you for your interest in serving the McChord Officers’ Spouses Club
McChord OSC Executive Board Position Descriptions

ELECTED POSITIONS
President  Presides over Board and General Membership meetings and sets the agenda.  Appoints non-elected positions.  Creates committees as needed and serves on all committees except the Nominating Committee. Emergency contact for the McChord Thrift shop.  Represents the OSC at base events/meetings.  Writes monthly message for Airwaves, welcoming letters, the Thrift Shop “Request to Operate” for the following year, and other documents as necessary.

Parliamentarian  Maintain order and clarify Parliamentary procedure at Board, General Membership, and Committee meetings.  Coordinates the nomination and election of next year’s board.  Chairperson of Nominating and Constitution & By-Laws Review Committees.
First Vice President  Performs duties of President in her absence. Assumes Presidency upon resignation or departure of the president.  Assists the President in all executive duties. Provides leadership for the social and welfare activities of the OSC.  Acts as property Chairperson, maintaining inventory of the OSC belongings.  Purchases end-of-year Board Member gifts and arranges luncheon.  Maintains the OSC voting roster.  Serves as OSC representative to the annual Air Force Village Conference in San Antonio, TX.  Researches written welfare requests and coordinates with Welfare treasurer to verify funds availability.  With Welfare Treasurer, coordinates welfare requests from base organizations.
Recording Secretary  Records and publishes minutes at all OSC activities. Maintains minutes and reports for a seven year period.  Maintains OSC Membership Roster. Posts minutes on Club bulletin board and at Thrift Shop.  Copies and reads any absent board member reports.  Performs duties of Corresponding Secretary in her absence.
Corresponding Secretary  Prepares and mails all correspondence of the OSC, including cards and gifts, as appropriate.  Collects mail from PO Box weekly. Performs duties of Recording Secretary in her absence.  
Social Treasurer  Disperses social funds as directed by Executive Board.  Maintains financial records for seven year period.  Prepares social budget and coordinates filing of all appropriate tax forms.  Co-chairs the mid-year and end of year budget review meetings with Welfare Treasurer.  This is a bonded position.
Welfare Treasurer  Disperses welfare funds as directed by Executive Board.  Maintains financial records for seven year period.  Prepares budget and coordinates annual review of Thrift Shop bookkeeping. Co-chairs the mid-year and end of year budget review meetings with Social Treasurer.  This is a bonded position.
APPOINTED POSITIONS

Airwaves  Publishes the monthly OSC newsletter, Airwaves.  Collects articles and information for publication, completes final layout, forwards final product to Webmaster for publication on the OSC website, oversees printing, and mails Airwaves.  May be combined with Webmaster.
Associate Representative  Liaison between Associate Spouses and OSC.  Informs Corresponding Secretary of any health concerns of Associate Spouses. Chairperson of any OSC project or function delegated to the Associate Spouses. 

Child Care  Reserves space and caregiver for childcare during OSC functions.  Coordinates childcare needs with Reservations.  May be combined with Reservations.
Membership  Provides monthly reports on membership totals. Collects new member information and dues.  Provides new member information to 1st Vice President for voting roster.  Publishes membership roster and provides printed membership roster on request.  Coordinates with Welcoming Chair to order nametags.  Consider organizing a new membership campaign.  

Publicity  Maintains accurate information on function details and disseminates information through various channels.  These may include flyers, Northwest Airlifter and Airwaves articles, and other channels available.
Red Cross  Liaison between McChord OSC and Red Cross.  Attends the Red Cross monthly Advisory Council Meetings and keeps minutes on file with OSC.  Writes an article on the Red Cross for publication in Airwaves during Red Cross month (March).  
Reservations  Point of contact for reservations for all OSC functions.  Maintain a “Permanent Reservation” List and take all necessary information for reservations, including childcare needs of those attending.  Coordinates childcare needs with Child Care.  Coordinates type and numbers of entrée choices for monthly function to Socials/Programs.  May be combined with Child Care.
Scholarships  Organizes and disseminates information on OSC scholarship opportunities.  Coordinates with base Education Liaison to form an application review committee.  Plans and executes annual scholarship award banquet.
Socials/Programs  Plans and executes monthly social functions of the OSC.  Develops menus, budgets, and activities for the functions.  Arranges for the purchase of supplies and doorprizes.  Coordinates with Ways and Means for the Make It Bake It Grow It Table.  Writes Thank You notes to guests following functions.  

Thrift Shop Representative  Acts as the Thrift Shop Manager.  Chairs the Thrift Shop council meetings.  Prepares monthly reports for and attends the OSC Executive Board.  Conducts Thrift Shop Constitution and By-Laws reviews annually.  Conducts annual performance reviews of Bookkeeper and Janitor.  Submits monthly Thrift Shop check to Welfare Treasurer.
Ways and Means  Oversees and coordinates all fundraising activities. Develops fundraiser ideas, such as items to sell at craft shows.  Deposits funds raised with Social Treasurer.  Obtains permission to conduct fundraising activities through base channels.  Oversees the Make It Bake It Grow It Table at monthly social functions.
Webmaster  Maintains the OSC website.  Knowledge of web-based publishing helpful.
Welcoming  Welcomes officers’ spouses to McChord with Welcoming Packets.  Coordinates “Welcomes and Farewells” for monthly meetings.  Purchases welcoming gifts and coordinates purchase of new members’ nametags.  
OTHER OPPORTUNITIES

Cookie Drop Committee  Organize annual Christmas Cookie Drop.  Work with First Sergeant’s Council to determine numbers of unaccompanied Airmen living in dorms and delivery date.  Advertise in various publications for cookie donations.  Arrange drop-off dates and assembly date with the Chapel Support Center.
Dessert Auction Committee  Solicit donations for the annual Dessert Auction.  Select theme.  Coordinate with the Club on menu, set-up and linen choices.  Invite a senior officer to be auctioneer.  Arrange for MIBIGI, doorprizes and other items for auction. Develop an auction catalog.

































































































































































































































This is a private organization.  It is not part of the Department of Defense or any of its components and it has no government status.

