Responsibilities – Company Structure
President (or chair)

The task of the president is to coordinate the company’s total activities:

· Working with the Executive as a member of a team that organizes and administers the company program

· Providing effective communication in the company

· Ensuring that relevant materials and equipment are assembled for business meetings and activities

· Providing for periodic assessments of the company’s progress 

· Preparing agendas for business and Executive meetings

· Presides over meetings of both the company and the company Executive

The president must acquire a working knowledge of the basic rules of order and conduct of a meeting. At all times, he or she should exercise the duties of the office in a way that creates a friendly atmosphere.

Vice-President (or Vice-Chair)

· Assist the president in his/her duties

· Assumes responsibility in the president’s absence

· Assumes the duties of the secretary in his/her absence

· Is responsible for organizing ceremonies in the company

· Looks after recruiting in the company

· Assumes special responsibilities, as directed by the president.

Secretary

· Keep minutes of all business and Executive meetings

· Maintain a brief log of all activities

· Attend to all company publicity

· Communicate by email, phone or letter

· Maintain a record of attendance

· Keep an up-to-date list of company equipment

Treasurer

· Record detailed information on all income and expenses

· Prepare and annual statement of the company’s financial situation for consideration by company members and the group/section committee

· Prepare a monthly statement for the company

· Collect and keep track of dues (if payment of dues is a company policy)

Quartermaster

· Is responsible for the company’s equipment

· Maintains an up-to-date inventory of this equipment

· Takes an annual inventory of the equipment and forwards the results to the executive

· Is responsible for the group meeting area

· Ensures that the company has an adequate supply of necessary books and badges
Other Officers

Larger companies can, if they wish, have additional officers elected to specific positions. These may include a program coordinator, fundraising coordinator, log keeper, sports coordinator, joint council representative, etc. For efficient operations, however, keep the number on the Executive to a minimum; fill other positions by activity committee chairmen as needed.

The duties and responsibilities of all executive members should be clearly outlined in the company’s by-laws. The above duties listed are only suggestions. 

For information about the duties of these positions may be found in:

· Venturer Secretary’s Record Book

· Venturer Executive Workbook

· Treasurer’s Record Book

· Venturer Advisors’ Handbook

Resource: Canadian Venturer Handbook

What is an Advisor?

· An adult who is there to help develop the leadership qualities and initiative of the company members, NOT TO TAKE OVER!!!!!!!!!

· Is a personal resource to the company using at his/her disposal the knowledge and experience from training, career and life

· Is responsible to Group Committee

Role of a Venturer Advisor

· Encourage you in your efforts

· Help you choose activities you would like to do

· Help you accomplish what they want to do safely and successfully

· Develop an atmosphere in the company based on values

· Setting an example

· Use of the Venturer Promise

· Trains the company Executive

· Ensures regular meetings are planned and carried out efficiently
