
Blue Star Mothers of America

Washington, DC Liaison
Appointed Position

POSITION SUMMARY
In the absence of the National President in the Nation’s Capital, Washington, D.C., the Liaison is the ambassador for the organization. . The National Washington D.C. Liaison must have an excellent working knowledge of all BSMA governing documents, proper understanding of the sequence of the governing documents, understand our Congressional Charter and relative federal requirements as related to a Non-Profit.
MAJOR RESPONSIBILIES

Communicate to the National President Meetings or events to which the BSMA has been invited or the presence of the organization would be beneficial.  Under the National President’s direction, represent and participate in:  

· VA briefings including budget presentations, committee meetings (Veteran’s and Memorial Days), Veterans benefit and health presentations, forums, dedications, receptions and ceremonies.
· DOD briefings, including press conferences. forums, receptions.

· Congressional hearings which are related to BSMS mission.  If required present testimony as approved by the BSMA.  
· Partner with other organizations (VSOs, military and veteran organizations and causes) in conjunction with BSMA mission.
· Help the National President obtain key information needed for her representation commitments in Washington D.C.
KEY CAPABILITIES
· Member in good standing

· Thorough knowledge of the BSMA governing documents. Including understanding fiduciary responsibilities for an IRS 501(c)(3) nonprofit
· Live in city or surrounding the Washington D.C. metro area 

· Knowledgeable of the Washington D.C. Area and it’s public transpiration system

· Professional in appearance and presentation

· Flexible in schedule, particularly last minute notification to attend meetings/functions (wearing uniform when expected as well as dressing appropriately for formal functions)

INTERDEPENDENCIES WITH OTHER FUNCTIONS
· Assist the National President or her representative prepare for D.C. visits– including locating accommodations, transportation, itinerary 

· Arrange for the purchase and delivery of wreaths
· Assist BSMA committee chairs who may be in the DC area on official business

REPORTING RELATIONSHIPS

· Reports directly to the National President to include written reports recapping meetings, her participation and requested participation of BSMA regarding any issue or effort.
TIME REQUIRED PER WEEK

Must be flexible (some weeks no activity) Overall time 6 – 7 hours a week

LENGTH OF COMMITMENT
BSMA term year

KEY PERFORMANCE INDICATORS

· Maintain a favorable reputation through her high profile representation of BSMA in the DC area

· Timely transmittal of information to the National President and NEB

· Effective and efficient visits by National President, NEB and Committee Chairs
· Consultation with the Wounded Warrior Chairwoman, the National VAVS Representative and any other Committee Chair to acquire information where it is important that she be informed on all aspects of an issue.
Note:  This position while challenging at times is an extremely rewarding one.  Promoting the organization, forming partnerships, coordinating meetings, educating those in high government appointed and elected positions about what it means to have a child serving or who has served our Nation has a huge impact on decisions that are made for our children.   
Duties

Inform the National President of meetings, events at which the BSMA should be represented.

In the absence of the National President, represent and participate at BSMA Inc. approved functions to which the organization is invited or where required or instructed to be in attendance.  
· VA briefings including budget presentations, committee meetings (Veteran’s Day Committee, Veterans benefit and health presentations, forums, etc. dedications, receptions and ceremonies)
· Department of Defense briefings, including press conferences on active duty military, ceremonies, forums, receptions.

· Congressional hearings which are related to our military and our veterans.  If required represent testimony with the approval of the NEB.  If approved assist in speaking with congressional representatives regarding legislation.
· Partner with other organizations (VSOs, military and veteran organizations and causes) for the benefit of our military and our veterans.  

· Submit written reports to the National President for each meeting attended.

· Must quickly learn IRS regulations regarding political campaigning and lobbying relative to a 501c3 charity to ensure the organization remains within guidelines.

At the request of the National President assist committee chairs such as Wounded Warrior, etc when they might be visiting DC on official business.

Administrative functions include
· Assisting the National President or her representative prepare for her D.C. visits– including locating accommodations, transportation, and temerity
· Available during visit to assure everything runs smoothly

· Locate a local florist to provide wreaths and delivery when necessary.

· Prepare and distribute approved organizational reports and information following the instructions of the National President.
· Being familiar with and using the metro system for cost saving travel while attending functions for the BSMA and assisting the National President in her visit.
· If possible provide the transportation by private car for the National President

