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Blue Star Mothers of America Inc.

National Second Vice President
Elected Position

Position summary

The primary role of the National Second Vice President is oversight of the Quarterly Newsletter and Production of the Annual Yearbook.  The National Second Vice President is a participating member of the National Executive board and is expected to participate in NEB meetings.  The National Second Vice President must have a working knowledge of all BSMA governing documents, proper understanding of the sequence of the governing documents and any relative federal requirements.  The National Second Vice President is expected to participate in any and all other duties as assigned, needed or required.

Major responsibilities: 
Newsletter: 
1. Design layout 

2. Collect articles from President

3. Edit for typographical errors

Yearbook: 
1. Install online yearbook software

2. Design layout on a 60 page or larger yearbook

3. Communicate with general membership regarding photos

4. Communicate delivery requirements/options for photos

5. Respond promptly to any and all questions from general membership

6. Communicate with online yearbook publishing company

7. Upload/download large files (150-350 MB)

8. Photo Editing
Key capabilities:

· Computer Proficiency Skills

· Database and Data Entry Skills

· Proficiency at Microsoft Word

· Proficiency at Microsoft Excel

· Proficiency with Newsletter software

· Proficiency with Photo editing software

· Excellent oral and written communications skills
· The ability to check email at regular intervals 

· The ability to be available for contact by phone and cell phone when needed

· The Second Vice President must have the ability to devote her time and follow through with communication with those presenting articles for publication in the newsletter and follow through with communication to the general membership with Yearbook guidelines.  The yearbook editing can be time consuming in the 3 months prior to convention.
· Needs to work well with others

· Ability to work in a team environment

· Professionalism at meetings and when interacting with all members

· Understanding of the structure of the organization
Interdependencies with other functions:

· Keep the National President and the National Executive Board informed on the status of the Newsletter and yearbook

· Work with the National President and any other National Officer or Committee Chair person presenting an article for the newsletter
· Work with the Yearbook Committee for the production of the annual newsletter

· Work with the National Webmaster

· Attend all NEB meetings when possible 

· Actively participate in NEB Business meeting discussions

Reporting relationships:

· Provides monthly reports to the National Elected Board

· Provide outlines for each quarterly newsletter

· Provides yearly reports at the convention

· Work with the National Webmaster to post directions, updates and information regarding the yearbook

· Requires at least a 60 day commitment to be available after her term ends to inform and train the newly elected Second Vice President.

Time Required per week:

The time required varies.  It can be as little as 5 hours to as many as 20 hours a week depending on the task at hand.
Length of Commitment:

One term per year upon election; may only serve two elected terms consecutively or non-consecutively

Key performance indicators:

· Preparations to report at monthly NEB Meetings

· Preparation to report at the National Convention

· Interactive and productive participation in the team NEB environment

· Attendance at National Executive Board Meeting 

· Meet /set deadlines for Newsletter production

· Meet /set deadlines for Yearbook publication

· Proper and clear communication to general membership for yearbook production
