BYLAW 3.  DUTIES OF OFFICERS
Section 3-1.    President
A. Preside over all Association meetings and prepare their agendas. 
B. Represent the Association on all matters of Association policy.
C. Serve as ex-officio member of all Association committees.
Section 3-2.    Vice President
A. Preside over Association meetings in the absence of the President. 
B. In the event of an OEA Representative Assembly opening, shall attend both winter and spring RAs.  
C. Perform such other duties as delegated by the President.

Section 3-3.    Recording Secretary

A. Keep accurate minutes of all official meetings of the Association.
B. Maintain official files of the Association including maintaining electronic copy of Association Constitution and Bylaws.
C. In the event of an OEA Representative Assembly opening, shall attend both winter and spring RAs.  
D. Perform such other duties as delegated by the President.

Section 3-4.    Treasurer
A. Hold the funds of the Association and disburse them upon authorization of the Faculty Council.
B. Maintain records of receipts and disbursements.
C. Prepare financial reports for meetings of the Faculty Council and an annual financial statement to be distributed to the membership.
D. Prepare all tax forms required by state and federal government or work with those who assist the association.
E. Prepare for an independent audit as authorized by the Faculty Council.
F. Chair the Budget Committee.
G. In the event of an OEA Representative Assembly opening, shall attend both winter and spring RAs.  
H. Perform such other duties as delegated by the President.
Section 3-5. 
Corresponding Secretary
A. Be Responsible for updating the NTA Website and Facebook page.

B. In the event of an OEA Representative Assembly opening, shall attend both winter and spring RAs.  

E. Perform such other duties as delegated by the President.

Section 3-6. 
UniServ

A. Run the FCPE Drive.

B. In the event of an OEA Representative Assembly opening, shall attend both winter and spring RAs.  

C. Perform such other duties as delegated by the President. 
Section 3-9.
Association Representative

A. Report recommended policies and other actions of the Faculty Council to members in her/his building or unit of representation.

B. Transmit proposals and recommendations from members in her/his building or unit of representation to the Faculty Council for its consideration.

C. Assist the elections committee in the collection of ballots.

D. Attend all official meetings of the Association or provide an alternate in her/his absence.

E.  Act as a consultant to the individual member who has a professional problem and, when necessary, seek needed assistance from the Association.

