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 VOLUNTEER COORDINATOR
e Provide screening, orientation, initial training, and ongoing supervision of the
office volunteers.

e Prepare and/or update office volunteer training materials and instructions
regarding:

o Phone reception and message retrieval
o Office reception and literature sales

o Pricing and shelving literature

o Preparation of literature mail orders

o Use of the Point Of Sale (POS) system
o Mail distribution

e Schedule and confirm volunteers to provide office reception and literature sales
during office hours.

e Provide backup for office volunteers. Respond to questions by phone or text. If
possible, act as substitute for call retrieval or on-site reception as needed during
office hours.
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e Work with Vice-Treasurer to monitor and maintain balance in cash box for
literature sales.

e Maintain POS records for volunteers (employees) and Groups/Districts
(customers).

e Communicate and collaborate with Board Officers and Coordinators regarding
office operations and recognition of office volunteers. Attend Board and DR/GR
meetings.

o Keep office volunteers informed about decisions, events, policies, etc. that affect
services to Al-Anon members.

o Keep the Board Secretary apprised of the contact information for all of the office
volunteers.
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