JOB DESCRIPTION FOR SECRETARY – TREASURER OF THE IAWPCO
The following will describe the duties of the position mentioned above.  It will provide the board with a calendar year outline set up in four quarters.  
January – March

1.
Have website updated for the coming annual conference.  On the page ANNUAL CONFERENCE, 
PUT IN 
DATES, TIMES, LOCATION, OF THE ANNUAL CONFERENCE.  Have the on-line 
registration setup 
with northern Illinois University Outreach Department.  Make a link on this page 
for the on-line registration for both attendees and exhibitors.  The board and Executive Director will 
set the cost for both the attendees and exhibitors.  Setup a spreadsheet in Excel for recording 
conference registrations. Start printing nametags, and mailing labels for the attendee’s conference 
registration.  Start registrations on the spreadsheet with hundred.


Annual Conference Registrations codes typed on the nametags.  Type their name in all capitals and the 
plant name and city along state.


Full Package – FP100



Spouse Program – FPS100



Conference Package – CP100



Tuesday Only - T100



Tuesday Day with Lunch - TL100



Wednesday with Buffet - WL100



Banquet Only – BAN100



Exhibit Hall Only Pass - EXH100
2.
Work on the 1st quarter issue of the newsletter.  Include the Annual Conference program outline and mail 
in registrations. Call the publishers to set date for newsletter printing.  Update the publishers with 
members’ addresses and new members.
3.
Check the associations e-mail and reply to any e-mails.   Continue working with the Program Chair to 
finalize 
speakers and their information. Check USPS mailbox for mail 
on a weekly basis. Start processing 
mail in registrations.
4.
Start working on the program pamphlet.   Executive Director will mail you the vendors’ names and contact 
information to be put in the Exhibitors Section.  Have all the speaker information confirmed so the 
information will be accurate in the pamphlet. 
5.
On January 1, mail letters to vendors to advertise in the conference pamphlet.  Alone with this mailings 
include a rate structure of ad cost.  Once you receive the payment for ads, put check number and amount 
in the Quickbooks.  
6.
First of the year mail out invitations to the life members, explaining their full conference packets will be
available at the registrations table.
7.
Work on the banquet pamphlet and have the nominees for Plant and Operator of 
the Year awards to put in 
the banquet pamphlet.  Take to publishers and proof read and print out 300 copies.  Take to conference and 
give to the conference hotel staff to place one at each setting.  
8.
Reconcile bank statements with Quickbooks, and print out 12 copies for board and auditors.
April – June

1.
April is the busiest month as you must have the Conference registrations done and boxed, Make sure 
you have the Conference pamphlets and banquet pamphlets.  Bring computers, both printers, 
projectors, bring extra nametag sheets, pens, paper.  Set up file folders for the Executive board 
meetings materials. Have the board minutes from the previous meeting done. First folders have the Monday 
night board meeting information, (bank reconciliation detail sheets, and current conference program
pamphlet for board to look over).  For Wednesday’s Business meeting, have the previous year’s minutes 
and roll call.   Thursday’s Executive Board meeting folder have new board members information sheet for 
them (Association Constitution, e-mail addresses, meeting dates or the coming year). 
2.
Once back from Annual Conference do the following:

1. Double check registrations with the Checks for on-site registrations. Do direct billing or attendees and 
some vendors.  Make bank deposits from conference cash and checks. Double check the Excel 
spreadsheet for attendees names and adds any that were missed at the conference. Organize all the items 
that were brought back to set up our office, such as computers and printers.  Start preparing for the auditors.  
The fiscal year runs from June 1 to May 31 of the following year.  


Must have the following for the auditors:



All receipts for checks written.



Bank statements with reconciliation from Quickbooks program


All Executive Board meeting minutes



Include all printed material, newsletters, conference program pamphlets, 





all bank deposit books, receipt books, and print out the Quickbooks 





Accountants copy of the fiscal years activities.


Double check all the on-line and on-site, pre-registrations for payment and 





that it balance with your bank statement deposits.



Package all the above into a folder and deliver to the auditor by August 






1st. This is done so the report can be mailed to the IRS by October 1





3.
Reconcile bank statements with Quickbooks, and print out 12 copies, so there will be copies for the 
auditors.

4.
Type the Executive Board meeting minutes and business meeting minutes and send to Executive Board 
for review.
5.
Start on the 2nd quarter issue of the Newsletter, April-July.  Include conference pictures in if you have them 
yet. Take to publishers and proof the copy before publishers mail it out.
6.
Update the membership list from the conference attendees as to which package they purchased.  
Membership is included in the Full Package.  The membership is $10.00 per year.

7.
Update the website with pictures from the conference.  Add the Regional Conference information and the 
local operator’s group page.  
July – September

1.
Reconcile bank statements with Quickbooks, and print out 12 copies.

2.
Answer questions from the auditors as it pertains to the associations finances.
3.
Work on the 3rd quarter newsletter; try to seek out articles on different subjects from operators and vendors. 
Send newsletter to publishers and proof read the copy.
4.
Update the regional website page with the new dates and locations.  Send out the deposits to the hotels that 
are the regionals meeting locations.
5.
Make up the regional pamphlets; send to publishers to print out one copy to proof. Try to mail out by Mid-
August.

6.
Check e-mail and post office box for mail.   Process any memberships that came in.  Make deposit of 
check(s) to bank account.

7.
Reconcile bank statements with Quickbooks, and print out 12 copies.

8.
Process on-line registrations for the regional conference and print each registration for the auditors report.
9.
Executive Director will give you all receipts, checks, and cash at the end of the regional conference 
 
deposit. Check post office box for registrations checks.  

10.
AUGUST EXECUTIVE BOARD MEETING – 4:30 PM


Have the June board meeting minutes ready. Try to e-mail board before meeting for their 
review.  

Have all Reconciliation bank statements in the Board meeting packet.  

Present any correspondence that my have come in.

Take notes of the board meeting.  Type up ASAP if able to.


PROGRAM COMMITTEE MEETING THE NEXT DAY – 10:30 A.M..


Have the blank outline to hand out to each member


Have agenda ready to hand out


Take notes on the speakers and take attendance


E-mail all program committee members the form letter to send to speakers


Work with the Program Chair to get speakers information

E-mail out the program form with all the guest speakers in each slot to the Program Chair.
October – December

1.
Complete the small program pamphlet that is to be mailed.  Proof read after getting copy from publishers.  
Have the pamphlet mailed by November 15th.  Keep working with Program Chair on confirming speakers 
so you can have correct names and titles in the pamphlets.  
2.
Work on the 4th quarter newsletter and send to publishers. Proofread the copy.   Include the annual 
conference program out-line and have one page for mailing in pre-registrations. 
3,
Reconcile bank statements with Quickbooks, and print out 12 copies.

4.
Attend all four regional conferences and take pictures of the new and present regional board members 
and any Executive board members that are present.

5.
Check post office box for new and renewal members’ checks.  Make deposits of any checks from 
members or very-early conference pre-registrations.  

6.
Start making a folder on the computer for the up coming Annual Conference items. Make changes and do 
the following items:


a.
Excel spreadsheet for registrations



b.
Life member’s letters



c.
Banquet pamphlet



d.
updated program out-line



e.
Executive Board meeting items and minutes for the next meeting



f.
Last years advertisers’ letter and ad cost sheet.


g.
The list of nominees for the newsletter and conference pamphlet



h.
Name tag work sheet



i.
On-site registrations sheet with cost for registrations


j.
Spouse program posters



k.
The Presidents pre-banquet invite tags



l.
Mail out new awards inspection expense sheet to awards committee


m.
Set-up the final for on-site registrations with on-line company with cut off 




date, which is April 10.

7.
Get receipts from the Executive Director for the regional bills and pay other vendors from the regional 
conferences.


