Minnesota Wastewater Operators Association (MWOA)
Assistant Secretary/Treasurer
The Executive Board appoints the position of Assistant Secretary/Treasurer.  The Assistant Secretary/Treasurer is a member of the Executive Board.  The term of the Assistant Secretary/Treasurer is five years with the possibility of renewal at the pleasure of the Board.  

Duties:
The Assistant Secretary/Treasurer shall be authorized to act in the absence of the Secretary/Treasurer and shall be authorized to make deposits and issue checks as approved by the Executive Board when the Secretary/Treasurer is not available. The Assistant Secretary/Treasurer shall serve the duty of the Secretary/Treasurer in the event that person is not available. (See duties of Secretary Treasurer).

The Assistant Secretary/Treasurer shall prepare and execute the following general duties related to the Annual Conference: 

· Prepare the technical program and conference brochure – coordinating the information for the Technical Program, Vendor Display, and other activities with the President Elect, Vendor Display Chair, and Arrangements Committee Chair. 

· Prepare the registration list from information gathered by the Secretary/Treasurer for tracking the registered attendees, vendors, speakers, guests and officials. 

· Prepare registration packets including name badges and meal/activity tickets for the event.

·  Serve as coordinator and registration official for the on-site registration and distribution of materials to registered attendees, vendors, speakers, and guests. 

· Provide information relative to the numbers of attendees and additional services related to the Annual Meeting as required by the Board. 

· Assist the Secretary/Treasurer as needed throughout the year with association business and correspondence, and also provide information as requested to assist the Editor in the publication of the WASTEWATCHER.

Qualifications:

· Minimum of Ten years as a member of MWOA
· Current or past member of the MWOA Executive Board or Section Officer
· Desire to move into the position of MWOA Secretary/Treasurer
· Ability to process financial transactions and recordkeeping
· Computer skills including experience using word processing and database software
· Must be detail oriented and possess excellent organizational skills and the ability to work under strict deadlines 
Compensation shall be set by the Executive Board on an annual basis through the establishment of the Annual Budget.

Please contact MWOA President, Linda Mullen if you are interested in being considered for this position.  Please forward a letter of interest and qualifications via e-mail to linda.mullen@ci.burnsville.mn.us or fax 952-895-4531 by December 5, 2011.

