Executive Board Position Descriptions
President

· Preside over Union meeting, both general membership and Executive Board

· Appoint chairs and members to committees, subject to the approval of the Executive Board, including, but not limited to, the negotiating team and the Union PTO Committee
· Serve ex-officio on all committees

· Represent the Union before the public

· Be the Executive Officer of the Union

· Represent the union in meetings of:

· LCC Labor Coalition

· Labor/Management Group

· Healthcare Taskforce

· MEA’s Region 8 Council

· MEA’s Region 8 Coordinating Council

· Serve as the Delegate to the Representative Assemblies of the Michigan Education Association and the National Education Association

· Assist members with grievances

· Assist members with disciplinary hearings or meetings with the college administration

· Meet on a weekly basis with the Chief Human Resources Officer, or his/her designee

· Meet one-on-one with the President of Lansing Community College on a monthly basis

· Meet with the LCC Labor Presidents and the President of Lansing Community College on a bi-monthly basis
· Serve as Chief Negotiator in Union negotiations

· All other functions/duties attributed to this office

Vice-President

· Preside in the absence of the President

· Serve as the Successor Delegate to the Representative Assemblies of the Michigan Education and the National Education Association

· Perform all other duties as assigned by the President

Secretary

· Keep accurate minutes of all union meetings, both general membership and Executive Board

· Make minutes available for membership inspection

· Maintain official files

· Assist the President with Union correspondence

Treasurer

· Deposit funds of the Union and disburse them in accordance with procedures established by the Executive Board

· Maintain a roll of members

· Conduct enrollment of members

· Keep accurate accounts of receipts and expenditures

· Report to each meeting of the Executive Board and to the annual meeting of membership

· Develop an annual budget and submit for consideration to the Executive Board

· Provide for an annual independent review of accounts
Zone Representative

· Attend meetings of the Executive Board

· Call meetings of zone membership to discuss Union business

· Assist members with issues and concerns, including grievances (training will be provided)

· Provide communication between members and the Executive Board

	Zone 1
	A&S Floors 1 & 2

	Zone 2
	A&S Floors 3 & 4

	Zone 3
	AOF

	Zone 4
	GB Floor 1

	Zone 5
	GB Floor 2; Assessment, Counseling, Advising

	Zone 6
	GB Floor 2; Cash Ops, Parking & ID, Welcome Center, Student Life

	Zone 7
	GB Floor 2; Admissions, Registration, Records

	Zone 8
	GB Floor 2; Financial Aid

	Zone 9
	GB Floor 2; Police & Public Safety

	Zone 10
	GB Floors 3 & 4

	Zone 11
	HHS

	Zone 12
	TLC Floors 0 & 1

	Zone 13
	TLC Floors 2 & 3 & 4

	Zone 14
	WC

	Zone 15
	EC & Extension Centers

	Zone 16
	CB & HCC & SPS & UC


Union PTO Committee Member

· Serve on the review board for the Union PTO fund, reviewing member requests and approving them accordingly, using the rules established by the union
· Notifying both the member and the PTCTU President or his/her designee of the decision of said request

· Forwarding all forms, application, and the supporting documents to the PTCTU President or his/her designee upon the rendering of a decision for filing within one of the PTCTU offices for a period of no less than three (3) years
