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AMSER Officer Duties 

Updated June 2010
President Emeritus

Term: 1 year
Duties

1.  AUR

· Attend executive committee, planning committee and members’ meetings at AMSER 

· Assist in decision making processes for AMSER.  

· Attend AMSER meeting at RSNA in person or by teleconference

2.  Chair nominating committee

· work with committee to prepare a slate of interested and  eligible candidates for open AMSER positions for vote by Executive committee, membership and selection by President

· Maintenance of list of potential new board members
Qualifications: immediate past-president and AMSER member

Election/selection: see qualifications
Time commitment: as needed with communication throughout the year to prepare a slate of candidates to open positions for presentation annually

President

Term: 

1 year, will proceed to chair Nominating Committee, President Emeritus
Duties: 

1. Ongoing: 

· Support and assist fund raising
· Member of program planning committee-assist program chair

· Proceed to chair Nominating Committee (work with president emeritus to think about nominees
2. November

· Attend AUR meetings at RSNA (SUN 0800-1300), report on AMSER activities

· Chair AMSER board meetings at RSNA (teleconference?)
3. AUR meeting:

· Chair AMSER executive board meetings at AUR
· Attend AMSER program planning meeting at AUR
· Chair AMSER members (business) meetings at AUR
· Attend AUR board of directors meeting and report on AMSER

· Attend AUR board of directors dinner 

· Attend AUR development committee meeting

· Attend AUR program planning meeting

4.  Administrative

Update and maintain the following documents and distribute them at the AMSER executive board meeting annually:


a.  AMSER committee job descriptions


b.  AMSER officer duties


c.  AMSER officers spreadsheet


d.  AMSER executive committee reports

5.  Committee responsibilities

· Member of the AUR board of directors

· Member of the AUR development committee

· Member of the AUR program planning committee
Qualifications: Immediate past vice-president 

Vice President/Program Chair 

Term

 1 year, will proceed to President
Duties:  
1.  Chair of Program Planning Committee:
· Maintenance of database of past AUR programs, to assist in planning upcoming programs                
· Chair the program planning committee

· Arrange and plan all AMSER sessions, solo and joint

· Work with ACER and APDR as necessary to avoid repetition and conflicts where possible
· Work with AUR program planning and meet all deadlines

· confirm any special AV arrangements with AUR speakers

· check of outside speakers needs for flight or hotels
· arrange for honorarium for outside speaker

· arrange for certificate for Lucy Squire Lecturer
· confirm all speaker’s attendance, topics and time about one month prior to AUR

· confirms moderators attendance and times about 1month prior to AUR

2.  Chair of the Awards Committee:
3.  November

· Attend AMSER RSNA meeting (teleconference?)
· Give synopsis of next annual meeting plans
3. AUR meeting
· discuss highlights of the current years AMSER program to AMSER members meating 
· Check that all speakers and moderators are present at AUR and aware of program

· Troubleshoot any glitches in program
· Attend AMSER exec board meeting and program planning meeting

· Attend AUR development committee and program planning committee meetings
Qualifications:  Immediate past vice president elect

Election/selection: see qualifications above  
Time commitment: attendance at AMSER executive committee meeting at AUR meeting and at RSNA meeting (in person or by teleconference). Attendance at AMSER members’ meeting at AUR meeting is strongly encouraged.  Time needed to perform duties as described above
Vice President Elect 

Term

 1 year, will proceed to Vice President
Duties:  
1.  Vice chair of the Program Planning Committee
· Assistant Chair of the Program Planning committee

· Member of the AMSER program planning committee

2.  AUR meeting

· Attend AMSER executive board meeting

· Run the AMSER program planning meeting

· Arrive with preliminary program ideas and overall theme

· Solicit ideas from others

· Have prelim ideas for guest speaker

· Attend the AUR program planning meeting

Secretary/Treasurer

Term 

3 years.  No succession
Duties: 
1.   Member of the  membership & awards committee
2.  Chair of the finance committee (beginning in 2011)
3  .Ongoing:
· Interface with Membership Committee
· Distribution of minutes to all AMSER executive board members prior to upcoming meetings, so that they can be approved
· Storage of bylaws for AMSER, and distribution to board members as needed
4.  Newsletter

· Author and distribute the semi-annual AMSER newsletter

· Information will include contact information, how to ask for items for annual meeting, how to volunteer for committees, what committees are doing, and how to contribute to Hooser and Goldberg funds.  Secretary is encouraged to solicit articles, as needed.

· Summer version

· Highlight events of past AUR meeting

· Winter version

· Highlight content of next AUR meeting

· Report on Committee activities

5. November:

· Presentation of financial data at AMSER meeting at RSNA (teleconference?)

6. AUR meeting:

· Attend AMSER executive board meeting

· Attend AMSER members meeting

· Attend AMSER program planning meeting

· Presentation of financial data at AMSER board and members meeting

· Direction of search for outside funding sources
· Present minutes of RSNA meeting (written copy) to executive board

· Keep minutes of AMSER executive board meeting
Qualifications:  AMSER member, particularly those members who have shown sustained interest in AMSER and its development through committee membership and meeting participation. 

Election/selection: Members may nominate or self-nominate candidates.  The Nominating Committee will review nominees and offer the name of candidate to the President. The President will select the secretary each year, subject to the approval of the Executive Committee and the authorization of the membership at the annual meeting.  
Time commitment: attendance at AMSER executive committee meeting at AUR meeting and at RSNA meeting (in person or by teleconference). Attendance at AMSER members’ meeting at AUR meeting is strongly encouraged.  Time needed to perform duties as described above. 

Member(s) at large

Term: 

2 years with option to renew
2 out of three years, a MOL who has been a chair of a committee will become vice president elect

Duties: 
AUR:
· Attend AMSER executive board meetings and assist in decision making processes for AMSER
· Attend AMSER program planning meeting at AUR

· Attend AMSER members meeting

· Attend AMSER meeting at RSNA by teleconference or in person
Qualifications: AMSER member, particularly those members who have shown sustained interest in AMSER and its development through committee membership and meeting participation.

Election/selection: Members may nominate or self-nominate candidates.  The Nominating committee will review nominees and offer the names of candidates to the President. The President will select Member-at-Large each year, subject to the approval of the Executive Committee and the authorization of the membership at the annual meeting.  
Time commitment: attendance at AMSER executive committee meeting at AUR meeting and at RSNA meeting (in person or by teleconference). Attendance at AMSER members’ meeting at AUR meeting is strongly encouraged.  MALs will perform duties and will perform duties at the discretion of the President. 


