 SEQ CHAPTER \h \r 1 Phi Beta Lambda Officer/Committee Chair Responsibilities
PRESIDENT
$ 
Preside at meetings

$ 
Coordinate duties of officers

$ 
Coordinate meeting activities

$ 
Forward all SED and NED lists to members

$ 
Correspond weekly with all officers, local chapter members, and advisers

VICE PRESIDENT
$ 
Direct membership effort 

$ 
Serve as ex-officio member of all committees

$ 
Preside at meetings in the absence of the president

$ 
Correspond weekly with all officers and advisers

FRESHMAN VICE PRESIDENT
$ 
Work with vice president on membership

$ 
Preside at meetings in the absence of the president and vice president

$ 
Serve as an officer the following membership year

$ 
Correspond weekly with all officers and advisers

SECRETARY
$ 
Complete minutes of all meetings in a timely manner

$ 
Send minutes to all PBL members not less than one week following the meeting

$ 
Work with the treasurer on points

$ 
Correspond weekly with all officers and advisers

TREASURER
$ 
Maintain general ledger and dues journal

$ 
Facilitate the points system

$ 
Submit a complete treasurer’s report at each meeting

$ 
Correspond weekly with all officers and advisers

PARLIAMENTARIAN
$ 
Be an expert on Robert’s Rules of Order, Newly Revised
$ 
Duties as assigned by president

$ 
Correspond weekly with all officers and advisers

HISTORIAN
$ 
Collect archives and take photos from all PBL local, state, and national activities

$ 
Coordinate traditional and electronic scrapbook completion

$ 
Correspond weekly with all officers and advisers

REPORTER

$ 
Prepare monthly PBL newsletter
$ 
Correspond weekly with all officers and advisers

