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Bothell High School Alumni Association 

Roles and Responsibilities September 11, 2015 (revised 2/12/2016) 

Title:              President, Board of Directors 

Description:  Supervise all activities of the Alumni Association and execute all legal documents in its behalf. 

Duties:           Preside at (chair) all meetings of the association in accordance with the 10th edition of Robert’s Rules 

of Order.  Prepare the agenda and maintain order.  Appoint a Parliamentarian if necessary to assist in 

compliance with the rules.  Call special meetings as needed, and ensure Board Members are notified 

at least seven days in advance of the meeting.  Appoint committee chairpersons (standing, special, 

etc.) Co-sign all checks over $200.  Participate on the Budget Committee for the ensuing year.  

Participate on the Picnic work party. 

 

Title:  Vice President, Board of Directors 

Description:  The Vice President shall serve in the absence of the President and have all the duties and authorities 

given to the President in his or her absence. The Vice President shall perform other acts, chair 

committees, and fulfill functions as directed by the President or as directed by the Board.  Participate 

on the Picnic Committee. 

 

Title: Secretary, Board of Directors   

Description:   Maintain all records (except financial records) of the Association. 

Duties:      Record minutes of the meetings of the Board; Maintain all minutes of special and committee 

meetings.  Notify the Board of Annual meetings, and of special and committee meetings called by the 

President.  Affix the seal of the Association to special documents, and fulfill other functions as 

directed by the President or directed by the Board.  Provide the Board with minutes of such meetings 

within thirty (30) days of each meeting. Participate in Picnic planning and work party.  

 

Title: Treasurer, Board of Directors 

Description:   Maintain all financial records, shall be accountable for all funds belonging to the Association 

assuring prompt deposit of all funds received and payment of all obligations incurred by the 

Association as authorized by the Board, shall maintain bank accounts and depositories designated by 

the Board, shall render periodic financial reports, and shall fulfill other functions as directed by the 

President or as directed by the Board.  Participate on the Picnic Committee and write a summary 

picnic report. 

Duties:      

 Receive checks from membership secretary; complete deposit slip, endorse checks; record deposit on paper 

register.  Write check for % of deposit for scholarship fund; record this amount on paper scholarship register; 

make two copies of checks deposited (including scholarship fund check). 

 Take deposits to bank; attach bank deposit receipts to last copy of all checks.   

 Enter deposits into Quick Books: (a) Total deposit (general fund) (b) Breakdown of what monies were received, 

i.e., annual membership, memorial, donations.  (c) Deposit for Scholarship fund. 

 Record checks written; write checks for outstanding bills; enter on paper register and post to Quick Books. 

 Reconcile bank statements; post interest to paper register and QuickBooks.  Attach reconcilement to statement. 

 Prepare monthly Treasurer’s report for Board meeting, and annual financial report for December newsletter.  

 Complete federal and state tax forms and send fees. 
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Title:  Membership Secretary, Board of Directors 

Description: The Membership Secretary enters all information received about each alumnus in an All-Alumni 

database, and maintains a separate database for Association membership. One (1) other designated 

member of the Association will retain backup copies of the list (electronic file). The Membership 

Secretary will update the master list and backup copies annually, or as needed.  

Duties:    

 Membership Records: Maintain the records for membership in the Alumni Association.    Collect annual 

membership.  Track current, past due, active, and inactive memberships.  Prepare and present a membership 

report at the monthly Board meetings, and send summary report to Newsletter Editor for inclusion in newsletter.  

Send membership monies to the Treasurer.  Send reminders to past due members. 

 All Alumni Records: Maintain the contact information for all Bothell High Alumni.  (BHS Alumni Entire 

Database-folder Z database here-in Access, named –BHS database backup.)  Input new contact information and 

record when it was entered and note the source of the information.  Backup the database on an external hard-

drive annually, and store backup in storage.   

1. Coordinate with classes before reunions to provide them contact information on their class.  Receive 

updated information back from classes after reunions.  (See Folder:  Class Data and Pictures) 

2. Coordinate with High School in June to obtain contact information for the recent graduates from the 

Registrar. 

3. Each June obtain a copy of the Commencement Program, scan, and file electronic copy in Folder: 

Class Data and Pictures. File original in white binder marked Commencement Notebook. 

4. Annually each June (at the end of the BHS school year) purchase a new BHS yearbook at the same 

time the current BHS graduating class data base is obtained. 

 Reunion Coordination:  Maintain records of representatives for each class.  Each year, around September, 

contact the representative for classes who are having a 5 or 10 year Reunion the following year.  Offer to 

provide database records for their class (they can have in Excel or Access).  Provide resource information as 

needed about places to rent, etc.  Ask that they return updated file after the reunion, and provide photos. 

 

 

Title:   Archivist 

Description: Manage archival materials for the Association.  These may be in the form of hard copy (newsletters, 

school newspapers, annuals, etc.) or in some cases digital files to be stored on the Association’s 

storage device.  

Duties:     Collect, catalog, and store items for archiving in the Association’s storage unit.  Label each donated 

item with information as to who donated the item, or where it came from (Example: bought at a garage 

sale) with a date as to when the Association received it.  Give an annual report of items that have been 

archived. 
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Title:                Public Information Coordinator (PIC) 

Description:    Represent the Alumni Association at public events as needed.  Prepare press releases and post 

meetings to public calendars.  Maintain the Association’s Social Media as required. 

Duties: 

 Get advance approval from the Board before attending functions that charge an admission fee.   Submit monthly 

Expense Reports to the Treasurer as needed. 

 Recruit businesses to provide discounts for Association members. 

 Post Alumni meeting information on the Bothell Reporter and Woodinville Weekly Calendars.   

 Review Alumni Association Facebook page for information that impacts the Association, or that needs to be 

posted to the website such as Reunion information. 

 

Requirements: 

 Able to represent the Association to the public in a professional manner.  Comfortable meeting new people and 

doing public outreach.  

 Public speaking and news writer. 

 Proficient using Microsoft Office applications. 

 Good grammar and spelling. 

 
 

Title:               Webmaster 

Description:   Maintain the Association’s website. 

Duties: 

 Ensures the website stays online, is user-friendly, and is kept up-to-date. 

 Contacts technical support [at http://www.Wix.com] when problems arise, and works to resolve them. 

 Sets up an Analytics account with Google. Pulls monthly report on number of visitors to the website. Prepares a 

report for the monthly Board Meetings, and notifies the Board of any significant changes to the website. 

 Develops a back-up training package; trains back-up support. 

 Posts events, reunions, and general information after review and approval from the Board. 

 Tests website functionality periodically, by sending test email, tests the PayPal buttons, etc. 

 Renews accounts annually.  Submits expense report to treasurer for reimbursement for account fees.   

 Every six months, post the most recent Cougar Tracks newsletter on a protected sub-page (past 4 issues).  

Creates a new password for the sub-page.  Provides the new password to the Membership Secretary for 

dissemination.  Moves the oldest issue over to the public “News” page.   

 Reviews alumni Facebook pages periodically for information that impacts the Association, or that needs to be 

posted to the website such as Reunion information. 

 

Requirements: 

 Previous experience with website management or solid experience with PowerPoint, Paint or Photoshop, Adobe 

Acrobat, and Facebook.  Knows how to create ‘pdf’ files, upload documents and photos, create photo galleries 

and graphics; knows how to edit in Word, select text styles and fonts. 

 Analytical and problem-solving skills.  Excellent grammar and spelling.  Creative. 
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Title:      Sunshine Committee Chairperson 

 

Description: The Sunshine Committee chairperson gathers and processes information about Alumni who have 

passed away and sends condolences when appropriate. 

 

Duties:    

 

 Search Washington State obituaries online, ‘Fallen Cougars’ Facebook page, and local newspaper for the 

obituaries of Bothell Alumni.   

 Copy and paste online obituaries into a Word Document and email it to the Membership Secretary.  Cut out 

obituaries found in newspapers and paste onto a piece of paper, and give that to the Membership Secretary at the 

next Board Meeting. 

 Send condolences by either lighting a candle in the Alumni’s online Guestbook, or if that is not available by 

sending a BHSAA card to the last known address of the family addressed “to the family of ________.” 

 Prepare a report to read at the monthly Board Meeting that includes the obituaries found that month.  Take note 

of any Alumni mentioned in the meeting that need to be added to the report, or have cards sent. 

 Notify treasurer when more stamps are needed. 

 Notify the President when more of the BHSAA (logo) printed cards are needed. 

 

 

 

 

Title: Homecoming Committee Chairperson 

 

Description: Coordinate activities to represent the Alumni Association at the Bothell High School Homecoming 

football game. 

 

Duties:     
 

 In September, find out when the Homecoming Game will be by checking BHS website or contacting the school. 

 Send an email to the BHS Athletics Director advising that the Alumni Association would like to have a presence 

at the Stadium.  Provide the Director with the names of the volunteers (3 or 4 volunteers works well, with two 

standing behind the table and one or two to work the crowd.  Volunteers need to pay their own way into the 

game.) 

 Prior to Game Day:  

1. Get the mascot suits ready. 

2. Determine what the handouts will be: BHSAA newsletters, blue and white Mardi Gras beads, candy, etc. 

(The Alumni Association is willing to reimburse the committee for any purchases as long as the amount is 

coordinated in advance with the Board.) 

3. Tent should no longer be needed, but if so, arrange with the Board to get the tent.   Volunteers need to get to 

the stadium at least an hour before the game starts to stake out a table and get set up. Hang the Banner (get 

from BHSAA Storage) behind the table.  

4. Volunteers need to make contact with the crowd and represent the Alumni Association.   

5. Volunteers need to remain until half-time to help with clean-up and carrying things back to vehicles. 

 

 

Title: Scholarship Committee Chairperson 

 

Description: The Chairperson selects a Committee to review applicants who have applied for the BHSAA 

scholarship through the Northshore Foundation each year.   Applications are sent to the Committee for 

review.  The Chairperson coordinates interviews with the candidates.  The top candidates are ranked 1-3 

and results are sent to the Foundation.   The Chairperson takes a photo of the winner, and prepares an 

article about the winner for inclusion in the next BHSAA newsletter.  The Chairperson notifies the 

Board of the date when the Scholarship will be awarded at the Foundation Scholarship Breakfast. 
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Title: Picnic Committee Chairperson 

 

Description:  The Chairperson works with the Board and/or Volunteers to organize the annual All-Alumni Picnic at 

Blyth Park on the third Sunday of August.   

 

Duties:  

 

 At the beginning of each year, apply to Blyth Park Reservations to reserve the park for the third Sunday from 11-

4 pm (this must be done by a member of the Board). 

 Obtain the Picnic Book from the Board.  Review the book for examples of sign-in sheets, etc. 

 A month prior to the picnic, contact the Grounds Person to set up where the extra parking will be.  Get the name 

and phone number of the Grounds person who will be on duty day of the Picnic. 

 Conduct outreach through Facebook pages for Volunteers to help with the picnic.  Schedule picnic committee 

meetings or work details with the Board.   

 Decide what the Board wants to include at the picnic: 

1. Sign-in table with rosters, name tags, raffle tickets, and items to sell or give-away.  (If there will be 

imprinted items, be sure to get approval of amount to spend and design several months in advance.)  Need 2 

volunteers to sit at the sign up table.   

2. This is the main time to collect memberships.  The Membership Secretary provides a Membership Roster 

indicating those who need to renew.  The Treasurer checks them off as they pay, and gives them a 

membership card. A master list is provided with contact information that can be updated, as needed. This 

will also have inactive members, who may also renew.  

3. Ice chest and ice for bottled water. 

4. Tall step ladder for putting up signs. 

5. 2 cash boxes for membership, sales, and raffle and some starting money. 

 Before the picnic make sure someone is picking up supplies from Association storage shed consisting of : 

1. Two large blue storage containers marked A and B. 

2. Coffee pot, large Cougar sign, two smaller Alumni Association signs, sign board (easels), two canopies, 

and a microphone.  

 Volunteers: (2 at sign-in table, 1 Greeter, 1 Parking lot, 3 clean-up, 4 set up) 

1. Coordinate with each volunteer regarding the time they are to arrive at the park to help with set-up.  

2. If they are sitting at the check-in table, review their duties and expectations with them in advance.   

3. Ensure there are provisions to provide bathroom breaks.   

4. If they are the Greeter, ensure they have the Mascot suit if needed. 

5. If they are parking cars, ensure they know where to direct the cars. 

 Day of Picnic:  Set up team needs to arrive at about 7:30 am.   

1. Get the park to help with moving picnic tables over to our area (between the covered shelter and the 

bathrooms) 

2. Cover all the picnic tables with blue paper.  The small covered shelter is reserved for the class having their 

50th Reunion. The large shelter is reserved for classes who have been out of school more than 50 years.  

3. Under the large shelter, set up a table for coffee, tea, cream, sugar, and bottled water in ice chest.  (Be sure 

to let people know through Facebook page that there will be water available.) 

4. Put up the tent over the tables where the sign-in table will be, and the banners.  (Need a tall step ladder). 

5. Be sure there are volunteers to help with clean-up. 

 Program:  Determine what the schedule will be for announcing winners of the raffle and car show.  Identify the 

speaker who will make announcements on the microphone.   

 Coordinate with the Treasurer who writes up a summary report for the newsletter. 
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Title:  Rod Run Car Show Committee Chairperson 

 

Description: Organize a car show event to be held in conjunction with the annual All Alumni Picnic.   

 

Duties: 

 

 Advertise the event in the June Alumni Newsletter.  (Deadline for newsletter submission is April 15 th.)   

 Coordinate with Gary Anderson at Northwest Trophy in Woodinville to donate three trophies (1st, 2nd, and 3rd 

place) 

 Prepare ballots to use for voting on favorite entry. 

 At the picnic, arrange where the cars will be parked (is this coordinated with the park?) 

 Monitor the ballot box throughout voting.  Tally the votes at the end of the contest and select 1, 2, and 3rd place. 

 Gives the names of the winners to the Program Announcer to read.  Award the trophies to the winners. 

 Write an article about the winners for the December newsletter. 

 

 

 

 

Title:      Newsletter Editor 

 

Description:     Responsible for the publication of the bi-annual Alumni Association Cougar Tracks Newsletter. 

 

Duties:  

 

 Schedule a storyboard planning meeting with committee in mid-January and mid-August.  Identify what articles 

are planned and what is needed, and remind submitter’s of the publication requirements (fonts).  Following the 

meeting, send an email to the Board requesting their reports by a specified deadline date.  

 Create a Microsoft Publisher template for the upcoming issue by copying the last issue and removing content that 

won’t be duplicated in the new issue.  Then update existing information as needed (volume and issue number, 

renewal information on the last page, officers, etc.)  As the Layout progresses, update the “Inside This Issue” 

section.   

 Review and edit incoming content before uploading.   

1. Ensure all input is in Times New Roman 10 pt and that photos are provided as separate jpeg.  Use Arial 9 pt 

for Author’s name and Class year in byline.  Titles are in “bold” with various fonts depending on space.  

Text is ‘justified’ for uniformity, except for bulleted lists. 

2. Select the best article for the front page.  It should fill the front page, be interesting, and best if it contains 

good photos. If a title was not provided, select one that is “catchy” and that describes the content.   

3. Manage the layout to achieve the right page numbers.  The newsletter is produced in four page increments 

due to folding, so it needs to stay at 12 or increase to 16.  Keep a file of filler articles to help reach the right 

size.  Use double-spacing and adequate amounts of white space to make the layout easier to read. 

4. Text boxes should be formatted with margins so the text stands back from the lines.  Use phrases “continued 

on” and “continued from” at the top and bottom of articles to help the reader follow the layout. 

5. Editing requirements: 

a. Read through the article with clarity in mind to make sure it makes sense and that the chronology or 

order of events flows well for the reader.   

b. Make sure each paragraph has a topic sentence that is supported by related sentence content, followed 

by a summary sentence that makes a transition to the topic sentence of the next paragraph. 

c. Shorten long sentences and paragraphs into two, and divide complex sentence structure with 

punctuation to improve flow.   

d. Make sure it is clear how the article relates to Bothell High.  Do not abbreviate school years (’27).   

e. Make sure the article maintains a consistent voice and tense throughout, and remove any offensive 

language, slang, or politically incorrect references.  Use present tense.  Eliminate unnecessary words. 

f. Spell out single digits numbers, and use numerals for numbers over nine.  (continued in next page) 

g. Check that punctuation and capitalization follow standard editorial guidelines. 
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h. Assign a title if the author didn’t provide one. 

6. Rough draft proofreading:  Once a rough draft is ready, create a .pdf file and email it to the volunteer proof-

readers.  Incorporate their changes as applicable, and prepare a final draft.  Resend the final draft for 

proofing if time permits. 

7. Printing:  Coordinate with the Membership Secretary for number of copies needed to print.  Create a final 

.pdf and send it to the printers (at the High School) with a note saying how many to print and to call when 

they are ready to pick up. 

8. Website:  Coordinate with the webmaster to upload the final version to the website.  Once the webmaster 

says it is posted, get the new password and go to the “protected” page and check to make sure the right 

version is available.   

9. Archive:  Maintain an archive file of all the final versions of the newsletter. 

 

Requirements: 

 

 Proficiency in English, including spelling, punctuation, grammar, sentence and paragraph structure, clarity, etc., 

as well as ability to write with interest and assign catchy and/or appropriate titles, as needed. 

 Experience using Microsoft Publisher software and a good eye for layout.   Ability to organize content received 

at varying times into a smooth, easy to follow format that falls within the guidelines, and page and space 

limitations. 

 Ability to plan, schedule, and work under the pressure of a deadline.   

 

Newsletter Editor (continued) 


