DUTIES OF BUILDING REPRESENTATIVES

1. Keeps membership informed on all Association action and activities.

2. Promptly posts pertinent information on the bulletin board reserved for Association business.

· Change board frequently

· Keep them uncluttered

· Use eye-catching publications

· Locate boards in strategic places

· Assign one person to be in charge of board upkeep

· Underline or circle important sections of flyers or letters

· At times have just one item posted on board

· Do not overlap one item on another

· Post name of Association representative

3. Is available to receive suggestions, problems and criticism from members.

4. Acts as liaison between the members he/she represents and the executive committee or the specific committee involved.

5. Interprets Association work to building principals, supervisors, and other administrators.

6. Maintains a file of professional materials easily accessible to members.

7. Helps to coordinate school activities with the Association calendar to avoid conflicts of meetings and activities.

8. Serves as a member of the executive committee of the Association.

9. In voting on Association policy, he/she considers the wishes of the members he/she represents.

10. Once policy has been established, he/she supports the decision and interprets it to the members in his/her unit.

11. Informs him/herself about the work of the United Education Profession.

12. Represents a member in his/her unit in many different situations – as a spokesperson, witness, record keeper,etc.

