SRVAIS SRVAIS Board Officers and Coordinators

e Roles and Responsibilities
Information Service

The voting members of the SRVAIS Board shall consist of a Chairperson, Vice-
Chairperson, Secretary, Treasurer, Vice-Treasurer, IT Manager, and two (2) Members-
at-Large. The Board is supported by multiple Coordinators, each of whom have specific
responsibilities as outlined herein. Ideally, the voting officers of the Board will have at
least two (2) years of continuous Al-Anon participation. (In keeping with the guidelines
of the Al-Anon Service Manual, members of Al-Anon who are also active members of AA
may not serve as voting members of the SRVAIS Board. However, these members are
strongly encouraged to participate in service in a Coordinator position.) As per the
SRVAIS Bylaws, each officer position is for a two (2) year term, with an option for one
renewal term. Board members cannot exceed four (4) consecutive years as a voting
member.

These Roles and Responsibilities are updated and revised as the needs of the Board
change over time. Such revisions are presented to the Board for approval, and only
made with the approval of the SRVAIS Board by a majority vote of eligible voting
members.

OFFICE MANAGEMENT COORDINATOR
e Serves as the Board liaison to the property management company representative
and vendor representatives (i.e., cleaning service, copier/printer, door locks, air
conditioning and heating, plumbing, ceilings and floors, etc.)

e Communicates with all office volunteers regarding issues affecting use of the
office facilities.

e Works with the IT Manager to ensure the office phones and computers are
functional and meeting the needs of the volunteers.

e Works with the Board Secretary to maintain on-site office records, electronically
or hard copy, for archiving as determined by the Board.

e Provides data entry backup for the Office Volunteer Coordinator to maintain the
POS records for volunteers (employees) and Groups/Districts (customers).

e Periodically completes an inventory of office supplies and makes purchases as
needed.

e Establishes an inventory of office keys and keeps track of key distribution.

o Keeps the SRVAIS office running efficiently through collaboration with the Board
members responsible for the business operations of SRVAIS.
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o Participates in the monthly SRVAIS Board meetings and bi-monthly GR/DR
meetings to keep the Board and the DR/GRs apprised of the status and needs of
the office, and to encourage member participation in SRVAIS service work.
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