
Blue Star Mothers of America Inc.

National By-Laws Committee Chairwoman
Appointed Position

Position Summary

The National By-Laws Chair leads the By-Law Committee in the review and recommendation for change and improvements to the BSMA Inc. Governing Documents. The position requires attendance at the National Convention to present the Committee’s recommendations. The National By-Laws Committee Chairwoman must have a working knowledge of all BSMA governing documents, proper understanding of the sequence of the governing documents and any relative federal requirements. Perform all other duties as needed, assigned or required.
Major responsibilities: 
1. Meet with the National President after appointment to obtain the National Convention dates and to ensure a thorough understanding of responsibilities.

2. Communicate the responsibilities of the committee to all of the committee members

3. Assign a recorder for the By-Laws Committee meeting minutes

4. Beginning in September meet with Parliamentarian and all members of the By-Laws committee appointed by the President to create a schedule of regular monthly committee meetings for discussion and assignment of tasks for each member of the bylaws committee relative to review of the governing documents and for creation of the committee’s timeline to be ready to present the By-laws committee’s recommendations document to the NEB and then have the document immediately ready for the webmaster to post to the website 30 days prior to the National Convention. 

5. Produce written guidelines and instructions together with a deadline for members, chapters, and departments to submit amendments to the governing documents for incorporation into the by-laws committee’s final recommendations. The guidelines need to be posted on the website in early in the term year so that all members have access to the instructional document and relative deadlines.
6. Work with the Bylaws committee and the National Parliamentarian to review all governing documents line by line to make sure all amendments are presented accurately as they were approved at Convention for posting to the National BSMA Inc. website.  This includes comparing all docs and amendments to the convention minutes.

7. Work with the Bylaws committee and the National Parliamentarian to review all governing documents line by line to make sure the governing documents are not in conflict with Federal and State Law or any other governing document to include established procedures and appropriate wording. Review should include attention to detail for items that do not belong in a particular governing document and where it should reside appropriately. The Chairwoman together with her committee prepares the recommendations for change and improvements as a final document to be presented at the National Convention. 
8. Prepare a monthly meeting agenda for distribution to committee members prior to all committee meetings
9. Receive and incorporate amendments to the governing documents from all chapters and/or individuals and prepare them for admission into the final amendments and recommendation document for the National Convention

10. Prepare monthly updates for the NEB on progress and ask for help when needed.  
11. Prepare notices to go out to the National Organization to remind of pending deadlines.

12. Be available to answer questions by email or phone from the Members, Chapters and Departments.
Key capabilities: 
· Member in good standing

· Computer proficiency skills

· Proficiency with Microsoft Word

· Proficiency at Microsoft Excel
· Excellent leadership skills

· Document Preparation skills

· Proficient delegating skills
· Excellent research skills

· A good working knowledge of the elements of all types of governing documents

· Thorough understanding of the BSMA inc. Mission, relative administration tasks and compliance issues
· Good oral and written communication skills

· Ability to work productively and cohesively in a team environment
· Working knowledge of Parliamentary meeting procedure protocol

· Professionalism at meetings and when interacting with all members
· Email etiquette discussion skills

Interdependencies with other functions: 
· National President

· National Recording Secretary

· National Parliamentarian
· Legal Counsel advisory
· The National Executive Board
· Chapters and Departments
· National BSMA Inc. Website

· Professional Parliamentarian if utilized
· Parliamentary website resources
Reporting relationships: 
· National President

· National Parliamentarian

· Prepare and submit written monthly progress reports to the National Executive Board.
· The National BSMA Membership

· The National BSMA Convention Body

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

Time required per week: 
Time required varies with an average time of approximately 10 hours per week.  Some weeks will be less, some weeks will require more.
Length of Commitment: 
One term year 
Key performance indicators:

· Timely written progress reports to report where the committee is in the process
· Timely preparation of written instructions and guidelines for the National membership

· Timely preparation of the By-Laws Committee Recommendations Document to ensure they meet the organizational deadlines
· Professionally Present the Recommendations at the National Convention
· Interactive and productive participation in the team committee team environment
· Attendance, preparation and proper facilitation at Committee Meetings
