Business Breakfast Club
Job Descriptions

Grand Poobah:
1. Be the official representative of the club.
2. Head the management team consisting of the Grand Poobah, Assistant Poobah and Recorder/Treasurer.

3. Be responsible for the direction and growth of the club.

4. Conduct meetings as prescribed by the Constitution & By-laws.  Begin and end each meeting on time.
5. Schedule speakers 1-2 weeks in advance.  Encourage relevant outside speakers.

6. Welcome and greet visitors.  Encourage visitors to join.  Provide interested visitors with an application and copy of the Constitution & By-laws.
7. Notify applicants of the outcome of any membership vote.

8. On behalf of the management team, accept written complaints against a member filed by another member.  In conjunction with the management team work to resolve the complaint.
9. Represent the club in dealings with entities outside the club.  Examples may be the restaurant, promotions, community relations other branch clubs of the Breakfast Business Club, etc.
10. Uphold and adhere to the intent and letter of the Constitution & By-laws and act in the best interest of the club.

11. Be a member, but not chairperson, of all committees, standing or special.  Attendance to committee meetings is not mandatory.

12. Appoint two members to review the club financial records each six months at the end of the Recorder/Treasure’s term of office.   It is recommended that committee members include one incoming and one outgoing management team member.

13. See that members are notified when their status changes to, “member not in good standing.”
14. Announce members dropped from membership.

Assistant Poobah:
1. In their absence, assume all duties of the Grand Poobah.

2. Maintain and update the business card file.

3. Maintain and record all referrals.

4. Review new member applications and in conjunction with the membership committee interview business references.

5. Assure that applicant’s profession does not overlap with that of any other member.  Clear limits shall be outlined on each member application form.
6. Check applicant’s references and report findings to the club.

7. Maintain attendance records and notify the Grand Poobah when a member becomes a member not in good standing.

8.  Purchase club supplies as directed by the club.
9. Support the Grand Poobah.

Recorder/Treasurer:
1. Maintain dues records and membership standing with relation to dues and other money owed the club.  Notifies the Grand Poobah when a member is not in good standing.
2. Produces financial statements at the request of any member of the management team.
3. Monthly, give a verbal financial report at a regular club meeting.
4. Maintain checkbook and reconcile account on a monthly basis.

5. Provide receipts for dues, application fee and other appropriate fees.

6. Write checks and pay bills as directed by the club, quorum present.

7. Deposit all monies in a timely manner.

8. Record minutes for all business conducted by the club.

9. Record minutes of any and all management team meetings and report same at the next regular club meeting.

Membership Committee:

1. Help new members become familiar with the Constitution & By-laws, referral process and other club practices.

2. Assist the Assistant Poobah with application review and checking applicant’s references as needed.

Event Chairperson:
1. Provide a budget of any proposed or anticipated expenditure to the club membership.

2. Work within the set budget.

3. Provide expenditure summary and receipts.

4. Provide a brief summary and critic of event when complete with suggestions for next time.
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