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DUTIES OF OFFICERS 

 
  President 
 
 
 
                          The President shall: 
 

A. Serve as chief officer of WUNAA, Inc. The President shall have general charge and supervision of all 
business and affairs; shall have power to sign and execute all authorized bonds, agreements or other 
obligations in the name of the organization; shall preside at all annual meetings (except where otherwise 
stipulated), and at all meetings of the Board; he/she shall perform other duties and exercise all other 
powers as may be assigned based on applicable WUNAA, Inc. guidelines.  
 

B. Have authority to call special meetings of the Board to fill vacant office positions according to Article V, 
Sections 12, 13, and 14 (above). 

 
C. In the absence of the Parliamentarian, the President shall appoint a temporary Parliamentarian to serve at 

the annual meetings, Board meetings, and at such other meetings as the President may determine. 
 

D. In conjunction with the Board, the President shall determine the duties and areas of responsibility of the 
immediate past President and coordinate the work of the officers and the committees of the WUNAA, Inc. 
 

E. Serve as ex officio member of all committees of WUNAA, Inc., except the Committee on Election, 
Nominations, and Credentialing. 
 
 

F. Serve as co-signer to accomplish all instruments for receipt/disbursement of funds relative to the financial 
affairs of WUNAA, Inc. The President, Treasurer, and all other persons authorized to handle funds of the 
organization shall furnish to the organization fidelity bonds in amounts determined by the Board. WUNAA, 
Inc. shall bear the expense of such bonds. 
 

G. Nurture and maintain amicable relationships with WUNAA, Inc. members and university constituents. 
 
H. Monitor the performance of each WUNAA, Inc. officer. In cases where an officer is not performing the 

duties of said office, the President shall seek to understand the causes of the deficiency and work with the 
officer to improve performance. 
 

Close out books and/or transition all financial books and records annually with the Treasurer, Financial Secretary, and incoming 
officers in an election year. 

 
 
 
Recording Secretary 

 
The Recording Secretary shall: 

 
A. Serve as primary administrative assistant and record the minutes and all votes at the various meetings. 

 
B. Be responsible for recording and distributing the minutes of general meetings and other related Board 

meetings.  
 

C. Disburse, receive, and archive the Conflict of Interest Forms annually. 
 

D. Maintain a WUNAA, Inc. laptop to perform administrative duties to include various reports. 
 

E. Perform such other related duties and functions as may be designated by the President or the Board. 
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Treasurer  

 
 The Treasurer shall: 

 
A. Submit vouchers for all expenditures for payment. 

 
B. In conjunction with the Financial Secretary, furnish fidelity bonds in amounts determined by the Board as 

required for all persons authorized to handle WUNAA, Inc.’s funds. The organization shall bear the 
expense of such bonds. 

 
C. Maintain a complete and accurate account of receipts and disbursements in WCNAA, Inc.’s record books 

and make timely deposits of all funds and other monetary instruments received/collected in support of 
WUNAA, Inc. 

 
D. Submit a monthly reconciled bank statement to the President of WUNAA, Inc. and the chairman of the 

Audit Committee. 
 

E. Disburse the funds of the organization as may be authorized by the President, Board, or as voted by 
WUNAA, Inc., and maintain proper vouchers for disbursements, reconciliation of monthly bank statements, 
and receipts used to transfer funds from the financial secretary to the treasurer. 

 
F. Reconcile accounts of the organization to be audited annually by persons appointed by the President 

and/or Board. 
 

G. Serve as an ex officio member of the Budget Committee and assist the Audit Committee as 
required. 
  

H. File 990, Franchise tax, or any other federal or state required documents annually. 
 

I. Close out books and/or transition all financial books and records annually with the President, Financial 
Secretary, and incoming officers in an election year. 

 
Perform such other related duties and functions as may be delegated by the President and/or the Board. 
 

 
Chaplain 

 
                          The Chaplain shall: 
 

A. Chair and be responsible for Memorials and organize and render appropriate spiritual fervor during general 
meetings and other situations where spiritual emphasis may be needed. 
 

In coordination with the College Alumni Relations Office and College Chaplain, shall prepare, coordinate, and render a memorial 
tribute to deceased Wileyites during the Founders’ Celebration and/or at other appropriate occasions. 
 

 
Director for Membership 

 
The Director for Membership will Chair and/or provide administrative management and supervision of the Membership/Life 
Membership Committee. The Director may also be tasked with providing leadership to other related special 
committees/functionalities as may be formed in the future to accomplish the purpose and objectives of WUNAA, Inc. 

 
Director for Events  

 
The Director for Events will Chair and/or provide administrative management and supervision of the Elections, Nominations, and 
Credentials Committee, Founders Day Activities (Purple and White Reunion, Alumni Social, etc.), and Homecoming Activities. The 
Director may also be tasked with providing leadership to other related special committees and functions as may be formed further to 
accomplish the purpose and objectives of WUNAA, Inc. 

 
Director for Finance 

 
The Director for Finance will Chair and/or provide administrative management and supervision of the Audit, Budget, and 
Development committees. The Director may also be tasked with providing leadership to other related special 
committees/functionalities as may be formed in the future to accomplish the purpose and objectives of WUNAA, Inc. 


