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Anschutz Medical Campus Retired Faculty Association
Officer Responsibilities and Qualifications

Chair

Summary:
The Chair serves as the chief executive officer of the Association, responsible for guiding its strategic direction, presiding over all meetings, and representing the Association in communications with university leadership and external organizations. The Chair ensures that all activities support the mission of continuing engagement between retired faculty and the medical campus community. 

Key Responsibilities:
· Preside at all general membership and Executive Council meetings.
· Oversee the execution of all Association policies, programs, and initiatives.
· Serve as the official representative to the University’s Provost, Chancellor, Faculty Assembly and other relevant administrative units. Attend monthly Faculty Assembly, quarterly Provost and bi-annual Chancellor meetings.
· Collaborate with University Advancement, Faculty Affairs, Human Resources and other relevant entities to promote retiree engagement and university goals.
· Manage emergency organizational decisions with Council consent between meetings.

Qualifications:
· Proven record of leadership in academic or administrative service.
· Strong organizational, communication, and interpersonal skills.
· Commitment to representing the collective interests of the retired faculty.
· *No relevant conflicts of interest, including financial and administrative, or history of professional misconduct.

Chair-Elect (Vice Chair)

Summary:
The Chair-Elect supports the Chair in all duties and assumes leadership in the Chair’s absence. As Chair-Elect, they prepare to transition smoothly into the Chair position, ensuring leadership continuity and stable governance.

Key Responsibilities:
· Assist in planning and implementation of Association programs and initiatives.
· Chair the Nominating Committee and coordinate annual elections.
· Serve as acting Chair when required.
· Oversee administrative and membership development efforts.
· Coordinate event programming and academic or community outreach with committee chairs.

Qualifications:
· Excellent facilitation and project coordination skills.
· Strong organizational, communication, and interpersonal skills.
· * No relevant conflicts of interest, including financial and administrative, or history of professional misconduct.

Secretary

Summary:
The Secretary serves as the Association’s official record-keeper and administrative officer, ensuring accurate documentation of organizational proceedings and communications with members. 

Key Responsibilities:

· In consultation with the Chair (and Chair-Elect and Executive Council members as appropriate) prepares meeting agendas, specifying the duration of discussion for each agenda item.
· Distribute leadership meeting notices.
· Record and archive minutes for all meetings of the membership and leadership.
· Maintain an updated roster of members, officers, and committees.
· Manage official correspondence and ensure compliance with institutional communication policies.
· Oversee document digitization and long-term record retention.

Qualifications:
· Strong written communication and documentation skills.
· Detail-oriented administrative experience.
· Understanding of or willingness to learn university recordkeeping and communication standards.
· *No relevant conflicts of interest, including financial and administrative, or history of professional misconduct.

Treasurer

Summary:
The Treasurer acts as chief financial officer for the Association, managing financial records, budgets, dues, and expenditures while maintaining transparency and compliance with university financial policies.

Key Responsibilities:
· Maintain accurate records of all financial transactions and accounts.
· Communicate with University financial offices quarterly to review Association accounts. 
· Prepare quarterly and annual financial reports for the leadership and membership.
· Manage the collection of dues, event fees, and reimbursements.
· Develop annual and multi-year budgets for approval by the Executive Council.
· Arrange for independent review or audit as required by university policy.

Qualifications:
· Professional or volunteer experience in budget management or academic fiscal responsibilities.
· High ethical standards and transparency in handling institutional funds.
· *No relevant conflicts of interest, including financial and administrative, or history of professional misconduct.


* Officers are asked to complete the current university faculty COI form, as well as training and certification. Further, relevant conflicts would include any circumstance where the officer’s personal interest could intersect with association governance decisions, such as vendor contracting, retiree benefits administration, or campus administrative service, including assistant deans, or officers reporting to a dean or provost.

