Rutgers Master Gardeners of Mercer County President’s Job Description 
*Note that this is an outline and there are more details in the President’s Calendar.

President’s Standard Monthly Duties 
Executive and General Meetings:
· Send out email notices and/or call committee chairs to determine if there are any committee announcements and/or meeting dates.
· Prepare agenda. 
· Send agenda to RMG membership in advance of the meetings. 
· Preside over Executive and General meetings. 
· Note President’s Calendar for time-sensitive reminders. 
Organization:
· Meet each month with Officers to discuss issues and prepare monthly          meetings. 
· Attend organizational-type committee meetings.
· Meet with Barbara, Meredith, and Chad as needed.

State Master Gardener Association:
· The President (or appointee) has the option of attending the meetings the first Tuesday of every month. Each organization has two set representatives, and an alternate. 
President’s Month by Month Duties 
December: 
· Contact all chairs to thank them and determine willingness to continue to serve. 
· With Officers, find chairs for committees and talk to them about the coming year. 
· With BJB, set dates for the New Class Breakfast and the Souper Bowl. 
· Start to prepare Orientation Manual for new class breakfast.
· Remind committee chairs about new class breakfast and determine which co-chairs will attend.
· Meet jointly with newly elected officers and current officers to plan transition issues and forthcoming year.
· Draft Annual Message and Objectives for the coming year. 
· Review mid-year budget with the treasurer prior to presentation at the January meeting. 

January: 
· Talk with Barbara and County Ag Agent about the coming year. 
· With Officers, divide Committees and act as liaisons by attending planning meetings, some committee functions and answering questions. 
· Present Annual Message and Objectives at the January meeting. 
· Finish updating Orientation Manual and distribute at New Class Breakfast.  Divide new class between Officers so each Intern has a mentor.
· Give short welcome speech at the New Class Breakfast and serve as  host to introduce committee chairs.
· Vote on evening meetings. 
· Review year-end hours report with Hours committee, VP and Barbara. Communicate Barbara’s recommendations to members.

February/March: 
· Continue to attend committee planning meetings and after-event evaluation sessions. 
· Give a welcome speech to attendees at the Symposium. 
· Start to plan evening meetings and July offsite meeting. 

April: 
· Set deadline for budget submission. Ensure Treasurer sends out guidlines in good time. 

May: 
· Review committee budgets with all the officers. Once the officers are satisfied and the treasurer has put the budget together, meet with the treasurer to plan the presentation at the June meeting. 
· With the officers and Barbara, consider whom to recommend for the MG State Awards (deadline is end of June). This is traditionally one individual and one committee. 

June: 
· Confirm State awardees and if Barbara needs any extra information or pictures in order to make the submission. 
· Meet with the officers to review the first six months progress. 
· Discuss the nominating committee with the officers and make the appointments. Final approval of the executive board is required no later than September. The committee should represent diversity of the membership, with representatives of different graduating classes, and geographical locations. If possible, include a member of the previous year’s committee to give some continuity and past Officer for insight. Present the chair with the Nominating Committee binder, which should include Bylaws, SOPs, and job descriptions. Notify the membership of the selection once the executive board has approved it. 



July: 
· Off-site meeting. Consider picnic and celebration of Barbara’s birthday. 
· Prior to the first meeting of the Nominating Committee, officers should       notify the Chair of their willingness to continue to serve. 

August:
· Meet with Barbara to discuss the new class and set the graduation date.
· Plan October meeting and send invitation.

September: 
· Welcome the new class in the newsletter. 
· Welcome the new class in person at one of their first classes, and invite them to attend monthly general meetings. 
· Deadline for appointing and announcing the nominating committee. 
· Appoint coordinators for the graduation party. 
· Work with Hours committee and Officers to make sure Interns understand graduation requirements and their total hours.

October:
· Discuss with Barbara, Hours committee and VP who will be graduating. 

November:
· Attend graduation with officers (if there is room). Make a short speech. 
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