Westbridge Camera Club Volunteer Positions
Position Duties and Timeline  (1/28/26 version)


1. Club President (no more than 2 consecutive terms)
	Timeline
	Function
	Who
	comments

	1st May
	Incoming term begins with election
	members vote
	outgoing president hosts election

	1st May
	incoming president appoints or reappoints chairs and members of standing committees (non-elected)
	outgoing & incoming Executive Committee members & other committee members assist 
	may include recruitment efforts with entire membership

	1st May-July
	schedule orientation and transfer of key to Midwest Photo learning center (set up for August)
	outgoing president, incoming president, vice president, manager of Midwest Photo
	learn about set- up, alarm system, communication with Midwest Photo manager

	May-June
	schedule meeting transition meeting for June between outgoing and incoming Executive Committee members & other committees
	all outgoing & incoming Executive & other committee chairs (may include other committee members)
	can be held at Midwest if arranged; agenda is planning for upcoming year and coordinating activities in transition

	1st May-June
	set calendar for upcoming season; specify dates for education, competition, business, salon, and critique meetings; obtain approval by Executive Committee
	Executive Committee, competition and education chairs; communicate calendar to website manager
	check dates with holiday conflicts; confirm dates with Midwest before publishing them

	1st May-final May
	Arrange meeting dates & room arrangements & tech needs with Midwest Photo for year
	Midwest
	1st, 3rd, 5th Mondays 

	1st May-final May
	sign written contracts or obligations authorized by Executive Committee
	Executive Committee, including Treasurer
	

	1st May-final May

	name added to checking account; prepare & sign checks in absence of Treasurer
	
	in case Treasurer is not available/able to do so

	1st May-final May
	Ex-officio member of committees
	
	engage as needed

	1st May
	be added as administrator on FaceBook group
	(Donna Winters, Dick Wood)
	Note: administering Facebook group may be delegated (e.g, to Vice-President)

	1st May-May
	coordinate with Membership & Midwest list of paid members
	Membership Committee, Midwest Photo
	For store discount

	1st May-May
	coordinate with webmaster how our news is on Midwest Photo website
	Webmaster, Midwest Photo
	For store website

	1st May
	be added as administrator on FaceBook group
	(currently, Donna Winters & Dick Wood)
	

	June
	Set date for holiday & salon events
	
	

	July-August
	sign up for Zoom account or renew existing account; ensure vice-president, education chair, competition chair can each access as host
	consult with treasurer, outgoing president
	ensure at least 50 persons can “attend” a meeting 

	August-May
	lead meetings—can defer to vice-president, education or competition chair  
	members & guests
	welcome members, guests; announcements; turn over to education or competition; conduct business as needed

	November, March
	request Treasurer report be prepared for December & April distribution
	Treasurer
	

	Feb-Mar
	work with committees on club survey, if needed
	Education, Competitions, Communications, Executive Committee
	Purpose: future planning

	March-April
	make recommendations to Executive Committee on revising bylaws as needed
	Executive Committee, committee chairs
	Review & make proposals ready for May annual meeting of members

	March-April
	recruit committee members for next season
	whole leadership team
	

	April-May
	final regular club meeting of the season is also a business meeting
	members vote on next season’s leadership team
	

	May
	host election for next season at final club meeting
	
	Final scheduled club meeting is annual business meeting

	May
	turn in key to Midwest Photo
	Midwest Photo
	After Salon judging is complete

	final May-June
	transition with new incoming President
	
	




2. Club Vice-President (no more than 2 consecutive terms)
	Timeline
	Function
	Who
	comments

	May
	incoming term begins with election
	members
	Outgoing president hosts election

	May
	work with incoming president to appoint chairs of standing committees (non-elected)
	outgoing & incoming leadership & committee members assist 
	May include recruitment to entire membership

	June
	attend & participate in transition meeting between outgoing and incoming Executive & other committees
	All outgoing & incoming Executive Committee members & other committee chairs
	Can be at Midwest if arranged with them; agenda is planning for upcoming year and coordinating activities in transition

	August
	attend orientation and transfer of key to Midwest Photo learning center
	outgoing president, incoming president & vice president, manager of Midwest Photo
	Learn about set- up, alarm system, communication with Midwest

	1st May-final May
	support committees as needed
	
	

	1st May-final May
	perform any President official duties during their absence
	
	Includes hosting meetings

	1st May-final May
	perform other duties as directed by Executive Committee
	
	

	July-August
	have access to Zoom account 
	Consult with incoming president
	

	1st May-final May
	work with President as needed on issues that might arise
	President (and others as needed)
	

	Feb-Mar
	work with Competitions, Education, Communications, Executive Committee on club survey if needed
	Education, Competitions, Communications, Executive Committee
	Purpose: future planning

	March-April
	make recommendations to Executive Committee on revising bylaws as needed
	Executive Committee, committee chairs
	

	Final May-June
	Transition with new incoming vice president
	
	




3. Club Secretary
	Timeline
	Function
	Who
	comments

	1st May
	incoming term begins with election
	members
	outgoing president hosts election

	1st May-May
	Maintain record of club forms and documentation (Google docs)
	Executive Committee
	include record of instructions to judges from Competitions

	June
	consult with outgoing secretary (via president-scheduled meeting or otherwise)
	outgoing secretary
	Agenda: Transition planning

	June
	attend, participate, and take minutes at transition meeting between outgoing and incoming leadership & committees
	All outgoing & incoming leaders & committee chairs
	

	September-May
	participate and take minutes in any business and/or leadership meetings
	Secretary posts to Google docs and notifies eligible audience
	Google doc for review by Executive Committee, committee chairs

	March-April
	make recommendations to Executive Committee on revising bylaws as needed
	Executive Committee, committee chairs
	

	Final May-June
	Transition with new incoming Secretary
	
	


4.  Club Treasurer
	Timeline
	Function
	Who
	comments

	1st May
	incoming term begins with election
	membership
	Outgoing president hosts election

	1st May-June
	consult with outgoing treasurer (via president-scheduled meeting or otherwise)
	outgoing Treasurer
	Agenda: Transition planning; obtain records

	1st May-final May
	act as custodian of all Club funds per budget and advise Executive Committee of any additional budgetary items
	
	maintain Club checking account

	1st May
	have incoming President  & self added to checking account
	President
	replace outgoing President & Treasurer on account

	1st May-final May
	pay bills as authorized by President or Executive Committee
	maintain accurate records of all Club transactions
	

	1st May
	Reimburse Tech Coordinator for Zenfolio membership
	
	

	1st May-final May
	collect membership dues (electronic for most; check payments need to be adjusted with Membership Coordinator)
	maintain list of current paid members; compare list with Membership & webmaster
	Include members phone numbers, email, & mailing addresses

	1st May-final May
	ensure Club is up to date with State and Federal regulatory requirements
	????? What are these ???
	

	December & April 
	make semi-annual Treasurer’s report 
	to Executive Committee
	

	March-April
	create next year budget in consultation with Executive Committee
	Executive Committee
	

	March-April
	make recommendations to Executive Committee on revisions as needed
	Executive Committee, committee chairs
	

	April-May
	collect payments for annual salon event
	event planners, webmaster
	

	April-May
	make annual report in Club newsletter
	Communications (newsletter)
	At year-end

	May
	bring payment to Der Dutchman for salon event
	See Hospitality notes about costs for room
	If we use Der Dutchman

	Final May-June
	Transition with new incoming Treasurer
	
	


5. 3 Members-At-Large (Executive Committee: 3-year term, with overlap rotation)
	Timeline
	Function
	Who
	comments

	1st May
	Election by membership
	President nominates
	Electing one per year

	1st May-June
	Attend & participate in transition meeting between outgoing and incoming Executive Committee members & other committees
	all outgoing & incoming Executive & other committee chairs 
	Agenda: Transition planning

	August-May
	Attend & participate in Executive Committee or other business meetings
	all Executive Committee members
	

	1st May-final May
	support committees as needed
	
	

	March-April
	make recommendations to Executive Committee on revising bylaws and other revisions as needed
	Executive Committee, committee chairs
	

	Final May-June
	Transition with new incoming at-large members as needed
	
	




6. Competitions Committee
	Timeline
	Function
	Who
	comments

	1st May
	Chair & member appointment by club President
	President
	

	1st May-June
	consult with outgoing competition committee chair/members
	outgoing committee chair/members
	Agenda: Transition planning

	1st May-June
	become familiar with Club competition rules & procedures
	
	posted on club website

	1st May-final May
	recruit judges for each scheduled competition
	
	this includes  for the Salon

	1st May-April
	recruit critique night specialists for 5th Mondays during the season
	
	Positive developmental critiques, not judging

	1st May-final May
	schedule judges & critique night specialists for specific dates
	Communications Coordinator & Webmaster
	this includes Salon

	1st May-final May
	confirm with treasurer any honoraria for judges
	Treasurer
	(generally, $75) and how to deliver to judge

	1st May-final May
	inform webmaster & communications (newsletter) persons about each judge as scheduled; update asap if any changes occur
	webmaster, communications (newsletter)
	include who and any weblinks/bios

	1st May-final May
	prepare each judge & critique specialist in advance with understanding of the rules and process
	
	There exists a sample letter

	Sept-May
	ensure that only paid members are competing
	work with Webmaster & membership team
	

	Sept-May
	collect, sort print images brought to competition
	
	sorting bins stored at Midwest

	Sept-May
	introduce & host judge at competition meeting
	
	

	Sept-May
	send reminder emails re: (1) competition theme and (2) submission deadline.
	
	ideally 1 week before & 24 hours before deadline

	Sept-May
	ensure judge has access to digital submissions one week before competition meeting
	coordinate with Tech Coordinator
	(Zenfolio)

	Sept-May
	specify number of honorable mentions to award in each category (digital & print)
	
	10% of category submissions

	Sept-May
	ensure digital images will be displayed at competition meeting
	coordinate with Tech Coordinator
	

	Sept-May
	display print submissions at competition meeting; includes lighted easel setup
	
	ideally, use cloth gloves; easel is stored at Midwest

	Sept-May
	record judging results
	share results with webmaster asap
	do not write on the print matt boards!

	Sept-May
	announce judging results at competition meeting or annual salon event
	
	

	Feb-Mar
	work with Education, Communications, Executive Committee on club survey if needed
	Education, Communications, Executive Committee
	Purpose: future planning

	March
	identify competition themes for next season; specify months each will occur
	notify Executive Committee; President will announce; communications (newsletter) & website will distribute
	Recommended: consult Executive Committee

	March-April
	make recommendations to Executive Committee on revising bylaws or competition process/rules as needed
	Executive Committee, committee chairs
	

	May
	arrange to collect salon prints
	
	

	May
	host salon judging
	
	

	May
	produce annual salon awards
	
	template exists

	May
	announce and distribute awards at end-of-year salon event
	
	

	April-May
	notify members if they need to move up in competition category
	Webmaster
	See competition rules (April)

	March-April
	notify Executive Committee of recommended changes to procedures, competition rules, or bylaws
	
	

	Final May-June
	transition with new incoming competitions members
	
	



7. Education Committee
	Timeline
	Function
	Who
	comments

	1st May
	appointment by club president
	President
	

	1st May-June
	consult with outgoing competition committee chair/members
	outgoing committee chair/members
	Agenda: Transition planning

	1st May-final May
	recruit presenters for each scheduled education meeting, Salon, and (usually 2) Zoom presentations
	Zoom may be coordinated with liaison/other clubs
	topics should reflect club’s educational mission (not show & tell)

	1st May-final May
	schedule presenters for specific meeting dates
	
	this includes Salon

	1st May-final May
	coordinate with Communications Coordinator & Webmaster to disseminate presenter info
	
	title & synopsis of presentation, presenter bio

	1st May-final May
	confirm with treasurer any honoraria for presenters and how to distribute
	Treasurer
	($75, Executive Committee may approve more for “big name” person)

	1st May-final May
	inform webmaster & Communications (newsletter) about each presenter as scheduled; update asap if any changes occur
	webmaster, communications (newsletter)
	include who and any weblinks/bios

	Sept-May
	introduce & host presenter at education meeting
	
	

	Sept-May
	ensure each presenter has digital resources needed for planned presentation
	may need to coordinate with technical coordinator or Midwest Photo
	

	March-April
	make recommendations to Executive Committee on revising bylaws as needed
	Executive Committee, committee chairs
	

	May
	host salon presenter
	
	their dinner is no charge

	Feb-Mar
	Work with Competitions, Communications, Executive Committee on club survey if needed
	Competitions, Communications, Executive Committee
	Purpose: future planning

	Final May-June
	transition with new education committee
	
	




8. Membership Committee
	Timeline
	Function
	Who
	comments

	1st May
	appointment by club president
	President
	

	1st May-June
	consult with outgoing membership committee chair/members
	outgoing committee chair/members
	Agenda: Transition planning

	May-May
	Maintain list of paid members; includes individuals who write checks, not just electronic dues
	received e-mails when someone pays dues
	Google sheet

	May-May
	update expiration dates for renewing members
	
	Google sheet (and online database for check payment)

	May-May
	cross-check Google sheet with database
	
	Confirm expiration dates

	March-August
	Confirm that paid members in these months have expiration dates at end of next club year
	Work with Dale to update these few
	

	May-May
	print new badges as dues are paid
	
	Template exists

	Sept-May
	organize badges, bring to each meeting; collect at each meeting
	
	

	Sept-May
	update sign in sheet with new members
	
	

	Sept-May
	print sign in sheet for each meeting; check-in members (attendance documentation); document guests; add guest email to Mailchimp
	(need access to Mailchimp)
	***ask guests & new members how they learned about WBCC

	Sept-May
	Ensure members only are competing
	Coordinate with Webmaster & Competitions
	

	May-May
	send personalized welcome message to new members who join
	
	Template exists; in addition to auto message

	May-May
	keep list of visitors, notify them if dues needed next time
	
	Allowed 1 month free

	June
	determine if new business & recruitment cards are needed
	President & Treasurer
	Arrange printing VistaPrint (template exists)

	May-May
	Coordinate with Midwest Photo list of paid members
	President & Midwest Photo
	For discount at store

	August-Sept
	Send email reminder dues must be paid to enter September competition
	All members
	

	Mid-October
	Reminder that they have 2 weeks until membership expires if not renewed by Nov 1
	
	Template exists

	End of October
	Reminder that membership expires if not renewed by Nov 1
	
	

	November 1st
	Purge database & Simplelist of any unpaid members
	
	Webmaster needs to provide access

	May-May
	Approve/deny FaceBook group; must be added as moderator/ admin to the group 
	Currently, Dick Wood manages club FaceBook
	must be a member to post

	Final May-June
	Transition with new incoming Membership committee
	
	





9. Hospitality &  Events
	Timeline
	Function
	Who
	comments

	1st May
	appointment by club president
	President
	

	1st May-June
	consult with outgoing committee chair/members
	outgoing committee chair/members
	Agenda: Transition planning

	Sept-May
	Arrange for cookies/snacks at meetings
	
	Midwest provides drinks

	June
	Set date for holiday & salon events
	
	

	Oct
	arrange location for December potluck Holiday event & white elephant gift exchange
	
	(recently, Dick Wood condo)

	November-Dec
	email reminders to RSVP for event; collect RSVPs
	
	

	Dec
	setup group for the event; cleanup group for the event
	
	

	Dec
	someone moderates white elephant gift exchange
	
	

	March
	set location for salon banquet; determine budget (with President & Treasurer) and cost per person
	Contract for location, times, AV/table/podium requirements,  & menu; arrange with Treasurer
	(recently Der Dutchman—Kristy Cross)
Tables for prints, awards, nametags/programs, eating

	April
	set up website to receive payment for reservations and add hospitality chair as cc on reservations
	Webmaster
	(recently, $30 per person)

	April
	send invitations & reminders to make reservations & pay
	
	Note: if we have 50+ people, room is free; room fee is prorated for less than 50

	April-May
	maintain reservation list
	
	

	May
	print nametags and include membership id #
	from email cc: list of reservations
	template exists

	May
	arrange for salon event program to be written & printed
	
	Template exists

	Final May-June
	transition with new incoming hospitality & events team members
	
	





10. Communications Coordinator
	Timeline
	Function
	Who
	comments

	1st May
	appointment by club president
	President
	

	1st May-June
	consult with outgoing Communications Coordinator
	outgoing Communications Coordinator
	Agenda: Transition planning & obtain records & templates

	1st May-June
	Work with Executive Committee & other committee members to gather news
	Executive, Education, Competition, & other Committees
	Gather news items, write/edit stories & news pieces for newsletter

	1st May-June
	work with Executive & other committees as well as club members to prepare/coordinate member communication emails & social media posts
	Executive & other committees, club members
	Who does the social media posts???

	1st May-June
	maintain social media pages with upcoming events, encourage membership, growth, & awareness
	Executive & other committees, club members
	Who does this? How does news get to Midwest Photo site?

	1st May-June
	assist (who???) in preparation of club marketing materials 
	Executive & other committees??
	Who does this? 

	June-final May
	post each presenter and judge as scheduled; send update notices asap if any changes occur
	Competition & Education Committee chairs
	include who & any weblinks/bios

	June-May
	post news and newsletters on website as announced in club, emails, or from committees
	members & communications
	*Note: newsletters should not expire, other news expires as becomes irrelevant

	June-May (12 months around)
	disseminate news shared by members about awards, exhibits, etc.
	
	distribute via email & newsletters

	August-May
	Write, edit, distribute club Newsletter via club email and posting on website
	Committees, members; webmaster posts on club website
	template exists; solicit story ideas & news

	Final May-June
	Transition with new communications team
	
	





11. Exhibitions
	Timeline
	Function
	Who
	comments

	1st May
	appointment by club president
	President
	

	1st May-June
	consult with outgoing Exhibitions team
	 
	Agenda: Transition planning & obtain records

	1st May-final May
	Explore and recruit exhibiting opportunities for club and club members
	
	

	1st May-final May
	Notify club members about exhibit opportunities and requirements/application procedures
	club members, communications, web master
	include any weblinks, etc. in announcements

	1st May-final May
	Help coordinate exhibit load in, drop off, pick up or ensure a club member is assuming responsibility
	Exhibit venue
	Include instructions in announcements

	Final May-June
	Transition with incoming exhibits team
	
	




12. Liaison
	Timeline
	Function
	Who
	comments

	1st May
	appointment by club president
	President
	

	1st May-June
	consult with outgoing liaison 
	
	Agenda: Transition planning & obtain records

	1st May-final May
	explore & recruit opportunities to collaborate with other camera clubs
	Consult with Education Committee
	Consult with President, Executive Committee 

	1st May-final May
	Share collaboration opportunities with club members
	Communications, Education, webmaster 
	Include announcements at club meetings

	1st May-final May
	Work with Treasurer, President, Executive Committee on any expenses
	Treasurer, President, Executive Committee
	Expenses must be approved

	1st May-final May
	Transition with new incoming liaison
	
	





13. Historian
	Timeline
	Function
	Who
	comments

	1st May
	appointment by club president
	President
	

	1st May-June
	consult with outgoing historian 
	
	Agenda: Transition planning & obtain records

	1st May-final May
	Transition with new incoming historian
	
	



14. Webmaster
	Timeline
	Function
	Who
	comments

	1st May
	appointment by club president
	President
	

	1st May-June
	consult with outgoing Webmaster; be added as Webmaster (admin privileges)
	outgoing Webmaster
	Agenda: Transition planning & obtain records

	1st May-June
	update website including Executive Committee & other committee members
	
	

	1st May-June
	update website photos 
	
	Use Zenfolio salon images

	June
	build calendar schedule
	President 
	when scheduled meetings are planned

	June-final May
	post each presenter and judge as scheduled; update asap if any changes occur
	Competition & Education Committee chairs
	include who & any weblinks/bios

	June-May
	post news and newsletters on website as announced in club, emails, or from committees
	members & communications
	*Note: newsletters should not expire, other news expires as becomes irrelevant

	June-May
	use membership paid list to modify/update simplelist and FaceBook group access
	coordinate with membership chair
	

	September-May
	post competition results
	competition committee
	Use spreadsheet to compute points

	March-April
	make recommendations to Executive Committee on revising bylaws as needed
	Executive Committee, committee chairs
	

	Final May-June
	Transition with new incoming webmaster
	
	


15. Technical Coordinator 
	Timeline
	Function
	Who
	comments

	1st May
	appointment by club president
	President
	

	1st May-June
	consult with outgoing Technical Coordinator
	outgoing Technical Coordinator
	Agenda: Transition planning; transfer access to Zenfolio account

	Sept-May
	work with Education Committee and presenters to ensure they can interface with needed technology
	
	

	Sept-May
	arrange backup if needed for meeting technology
	Competition & Education Committees
	

	Sept-May 
	facilitate members loading competition images to Zenfolio
	
	*some prefer to email their images to you for posting

	Sept-May
	Close image submissions 1 week prior to competition, ensure judge has access to them on Zenfolio
	
	done by changing Zenfolio password (& back again after competition)

	Sept-May
	Upload competition images to Zenfolio that members submitted by email
	
	

	Sept-May
	Reopen member access to Zenfolio asap after club competition 
	
	done by changing Zenfolio password back again

	Sept-May
	work with Competition Committee & judges to create submission and winners slide shows
	
	

	1st May-final May
	Manage club Zenfolio site
	
	

	March-April
	make recommendations to Executive Committee on revising bylaws as needed
	Executive Committee, committee chairs
	

	Final May-June
	transition with new incoming Tech Coordinator
	
	



