Responsibilities of 

SNAM Officers

SNAM PRESIDENT
1. Presides at meetings of the board or directors and serves as representative at the NSNA counsel of state presidents at the midyear and annual conventions. 

2. Responsible for seeing that the actions of the board of directors are carried out. 

3. Appoints committees and their chairpersons with approval of the board of directors. 

4. Serves as ex-officio member of board committees (except the nominating and elections committee) and the council of school presidents planning committee. 

5. Represents the SNAM at meetings of the American Nurses Association, the Maine State Nurses Association, the National Student Nurses Association, and other meetings deemed appropriate. 

6. Communicates with school presidents on routine basis. 

7. Communicates with members of the board of directors on a routine basis. 

8. Serves as the spokesperson of the SNAM

9. Conducts School President’s Forum 

10. Co-sign checks (or designate another officer to do so) for funds disbursements as provided by bylaws and policies.

11. Chair the committee on bylaws, policies and resolutions. 

12. Submit annually to the NSNA the official application for NSNA constituency status for Maine by the deadline. 

13. Appoint tellers committee at the annual meeting to count ballots and report the results. 

14. Other duties as assigned by the board of directors. 

SNAM VICE PRESIDENT
15. To assume the duties of the president in the absence or disability of the president. 

16. To accede to the office of president in case of vacancy in the office. 

17. To perform other duties assigned by the president

18. Coordinate the annual convention of the SNAM, in addition to proposing the meeting site for the succeeding year’s annual convention, with board approval. 

19. Serve as an advisor for the succeeding Vice President, not to exceed six months. 

SNAM SECRETARY

20. Keep on file an accurate list of the names and addresses of all constituent associations to be used for correspondence purposes. 

21. Notify board of directors and nominating chairperson of time and place of all meetings of the association at least 2-3 weeks prior to the next board meeting. 

22. Keep records of all organization correspondence. 

23. Conduct the general correspondence of the association as requested by the president or board of directors. 

24. Record the minutes of all meetings of the association and of the board of directors and also be responsible for the distribution of the minutes to the board of directors and nominating chairperson, and to e-mail a copy of all minutes to the NSNA headquarters (nsna@nsna.org). 

25. Keep on file a permanent record of all reports, papers, and documents of the association. 

26. Refer to duly appointed committees the necessary records for the proper performance of their duties. 

27. Sign with the president such organization papers as come into their executive and administrative spheres. 

28. Notify all schools of their state constituency status, the number of voting delegates, and the date, time and place of the annual meeting at least 30 days prior to the meeting. 

29. Review the policies and be responsible for recommendations of policy changes. 

30. Deliver the newly elected secretary all records, papers, and other property belonging to the association within one month after the annual convention. 

SNAM TREASURER

31. Act as custodian of organization funds and deposit these funds in a bank approved by the board of directors. 

32. Co-sign checks for fund disbursements as bylaws and policies provides.

33. Prepare a budget and make monetary disbursements with the approval of the president and as authorized by the board of directors.

34. Keep accurate entries of acquisitions and disbursements of organization funds.  

35. Using documents received from NSNA, keep an accurate record of all members who have paid national and state dues. 

36. Prepare a report of the transactions of the treasurer’s office to be submitted at the annual meeting. 

37. Submit a financial report to the board of directors at all scheduled meetings. 

38. Serve as chairperson of the committee on fundraising. 

39. The outgoing treasurer shall, within one month after the close of the convention, deliver to the newly elected treasurer all money vouchers, books, and papers of the association held in custody. 

40. When directed by the board of directors, shall be responsible for an outside audit of the association’s financial record. 

