Secretary
Will keep accurate and detailed minutes of all meetings and will distribute to all board members in a timely manner.
Keep record of all members and their addresses, phone numbers, cell numbers and any other information required by HRLA,
CDLA, or ALA
Will send notices of meetings unless otherwise directed by the President of the Directors
Will book the meeting room locations for the upcoming meeting dates.
Will update the Association documents as appropriate (i.e.) annual Corporate Registry and any bylaw updates.
Assist the President in the conduct of meetings.
Help to develop association policies.
May take on specific roles and responsibilities, as required by the board and agreed to by the Secretary.




Marketing & Promotions Director
Preparing and distributing notices and important
club information, as required
Maintain the bulletin/ information board at the
recreation complex with current information.
Preparing club promotional materials as required
Preparing communication materials for website, as
required. Ensuring that the website is maintained in
a timely manner.

Preparing and communicating materials for the
print media, radio, and all other forms of media as
required

Help to develop association policies.

May take on specific roles and responsibilities, as
required by the board and agreed to by marketing
& promotions director.







President

o Chief Executive Officer of Association.

e Coordinating and overseeing the efforts and day to
day operations of the Association.

e Overseeing and conducting of regular board
meetings and Annual General Meeting of the
Association or delegating the chairmanship of the
meeting to the VP or a chosen member of the
board.

e Representing the Association at meetings of the
CDLA, the Alberta Lacrosse Association (ALA), as
well as Rocky Mountain Lacrosse League (RMLL)
and the Canadian Lacrosse Association (CLA) or
delegating the meetings to be attended by chosen
member of the board.

e Acting as a primary contact for all Association
information.

e  Preparing and approving agendas for the committee
and annual meetings

o Help to develop association policies.

e Be a non-voting member of all committees in which
he/she has not already been appointed by the
board.

e May take on roles and responsibilities, as required
by the board and agreed to by President.

Vice President
e Chairing of the board meetings in the absence of the President
e Providing advice to the President and the Board
e Assigning responsibilities and action items to the board in the absence of the President
e Representing the club at meetings of the CDLA, RMLL, and ALA as needed
e Assuming the duties of the President if the President cannot complete his/her duties and until a new President is nominated
and elected
e Take on specific Association programs/projects/ initiatives as needed.
e Help to develop association policies.
e May take on roles and responsibilities, as required by the Board and agreed to by Vice President.



