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Priority 3: Technology

ANLA's aim isto stayup to dateon current technological advances asthey apply o
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" Priority 4: Governance and Policy

ANLA's 3im isto ensurethat ANLA hasgood governance practice for accountabilty.
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Priority 5: Funding and Finance
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Job Description

Job title Fresident
Erecutive Commities
Reportsto | jccociation of Newfoundisnd and Labrador Archives

3ob purpose.

« The Prasident, subject to the agraement cf the Board of Diractors, generally supervises,
diracts and controls the business and officers o the Aszociation. The president provides
leadership to the Board and helps ensura that it functions effectively.

Duties and responsibilties.

« Chair all mestings of the Executive, special and general mastings, and develop agendas
for thase meatings in consultation vith the secratary.

+ Assign and supervise tasks and conduct annusl performance revisw of the Professionsl
Development Officer

+ Suparvise the actvities of the Association office and contract mployess
« Assign tasks to committees, in consultation vith committee chairs

 Reprasents the Association to other professional bodies, such as, government, sster
sectoril groups, and the media

+ Under advisement of the Executive committae, sign contracts and agreements to which
the Association is party, 2s well 2 engage in formal comrespandence. on behalf of the.
Associstion

« Prasant reports to Executive and other groups 3z required

 Revisus bylaws and constitution and racommends changes a5 necessary

« Chair of Grants Adjudication Committee and CCA Representative.

These duties generally take about 4-5 hours per week.

Approvedby:
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Job title Vice-president

Erecutive Commities
Reportsto | jccociation of Newfoundisnd and Labrador Archives

3ob purpose.

+The Vice-President ulflsthe duties of the President i his/her absence and actively
promates ANLA vithin the heritage community throush participation i various ANLA and
Sister organization activities and events.

Duties and responsbilties

« Perform ail duties as assigned by the President

« Attend all xecutive, special, and general mestings

+ Siton s cither a member or 3 chai at least one ANLA Committee

« Carry out spacialproects as assigned by the Exscutive

These duties generally take about 2-3 hours per month.

Approvedby:
Name and Title:
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Job Description

Job title Tressurer

Erecutive Commities
Reportsto | jccociation of Newfoundisnd and Labrador Archives

3ob purpose.

Kesp proper account(s) of the Association.

Duties and responsibilties.

+ Prepar financial statements of the raceipts and disbursements for sach fiscal year and
other financial statements a5 are required by the Executive, and other organisations,
Such as the CRA Charities Diractorate, Worker's Compensation Commission and extarnal
funding bodies.

+ Ensure the annual financial statements are revisved by an accounting firm selected by
the Exscutive

« pick up mail veskly and pay bills 35 they are received

+ Manage payroll, including submissions o CRA and arranging and paying insurance
coverage, armanging for annual T4 and T4A slips to be prepared by an accounting firm a5
selected by the Exacutive.

« Prepare invoices as they need to be issued

« Maintain the ANLA membership database.

+ Be vestad, along with two other members of the Exscutive as determined at the Annual
‘General Meating, ith signing authority on behalf of the Association

+ Bea member of the Grants Administration Committee
« Attend all Executive, special and general mestings:

These duties generally take about 2-3 hours per week. The incumbent ideally has a
thorough working knowledge of Excel.

Approvedby:
Name and Title:
Date approved:
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Job Description

Job title Secretary
Erecutive Commities
Reportsto | jccociation of Newfoundisnd and Labrador Archives

3ob purpose.

Beceive. record, compile, distribute, and maintain minutes and official corraspondence of
the Association.

Duties and responsibilities.

 In consultation vith the President, Tssue otice of all Executive, special, and general
mestings:

o Noticas: The Secratary of the Association shall notify all members of the
‘Annual or General Mesting of the Assocition at least thirty (30) days prior to
‘occurrence. In the event of 2 spacial meating, iftasn (15) days notice shall
be given. Notice vill be calculatad from 3 time three days aftar posting
rormal mail containing such information.

o Spacial: A special mesting of the Association may be called by the Executive
atany time, or by written petition signed by twenty-five percent (25%) of the
mambership at any time. A special masting must be held vithin sixty (60)
days of receipt of such petition by the secratary.

« Attend allExecutive, special, and general mestings

« Keep the minutes of all mestings of the Association and the Executive;
s Distribute minutes of Exacutive meetings prior to the meeting date;
o Distribute minutes, reports, and other documents at the Annual General
masting

« Maintain and be rasponsibls for all current records of the Association;
‘o Receives minutes of all committees of the Association;
2 Receives copies of al official corrazpondance of the Association.

 Serve sz ax officio on the nomination and slection committes in order to maintain 3
Tt of naminees for offica and prepare and distribute ballots for slection;

* Receive notices proposing spacial resolutions;
o Notice to propose & special resolution shall be deemed to be duly given if
Signed by a member in good standing and receivad by the Secretary and the
‘Secretary has notified the members, not less than one manth before the

Approvedby:
Name and Title:
Date approved:
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Job Description

Annual General meeting or not less than two wesks before a special meeting of
the Association.

 Receive from retiring officers and chairpersons all books and records of the
Association;

+ Approve transfer and deposit of the Association's records to The Rooms;
 Upon completion of his/her term, convey a records to the incoming Secretary.

These duties generally take about 2-3 hours per month, with the exception of the
weeksleading up to the AGM when it may be busier.

Approvedby:
Name and Title:
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Job Description

Job title Director

Erecutive Commities
Reportsto | jccociation of Newfoundisnd and Labrador Archives

3ob purpose.

« Actively promote ANLA vithin the heritage commurity through participation in
Various ANLA and sister organization actvities and events

Duties and responsibilties
« Attend all xecutive, special, and general mestings

+ Siton s cither a member or 3 chai at least one ANLA Committee
= Camy out special projects as assigned by the Executive

These futies general take about 2-2 hours per month.

Approvedby:
Name and Title:

Date approved
Reviewed:
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ANLA Travel Policy

General (applicable to all categories below):

ANLA uil not pay or reimburse any board, committee member, staff or volunteer for
any travel expenses under any circumstances without Executive approval and
Submission of 3 travel claim and recsipts.

Al reguests for reimbursement must include receipts (accommodation, gas, taxi etc.)
‘and must be submittad to the ANLA Traasurar within 20 days of the travl taking placs.

No travel advance shal be given unless approved by either the Finance committes or
the Exscutive.

Executive/employees and those attending viorkshops that use taxis must note the
Starting point and destination of the taxi on sither the Travel Expense Claim Form or on
the taxt chit otheruiss reimbursement il be refused.

Employess and board members may use taxis for transportation to and from airports
whan on ANLA business.

1F an employee or member attending a workshop uses their private vehicle they must
document it on the Travel Expense Claim Form. Provincial rates per Klometre il be
usad for reimbursemant purposes, In order to claim travel sxpensas vihen using =
private vehicle, the distance travalled must be in excess of a 20km radius from the
Spplicant's starting point.

Claims should be completed in chronological order.

Travel Expense Claim Forms are to be signed by the applicant and the Treasurer or a
member of the Executive once approved for payment.

Reimbursement uil be denied where travel is contrary to this policy, or whera a receipt
cannot be produced.

Thi policy is to be reviewed periodically or on an as needed per basis.

Al rembursements are subject to the avallability of funds.
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Board Members:

+ ANLA xscutive members vill be reimbursed for travel costs and sccommodation when
on ANLA business with the understanding that the member wil make the best

reazonable and sconomical choices.
A travel budget for board membars vill be set in esch year’s budgat.

Committes Members:

+ ANLA committee members vill not be reimbursed for attending mestings unless duly

Specified by the Executive.

ANLA Members:

1 funds permit, ANLA may reimburse any member in good standing for travel to attend
the Annual General Meeting and/or 3 workshop event at the going provincial rate or the
Fare for public transportation, whichevar s the lasser of the .. Accommdations, per
diems and mesls vil not be reimbursed unlsss fund are available for such 3 purpose
from another source. Receipts vl be required within 30 days of the event and a travel

claim form complated.

+ Those sasking financial sssistance to travel to the AGM or vorkshops must be 3
member in good standing vith the Association and apply to their nsttution for funding
before applying to ANLA. Eligible costs can includ transportation costs, accommodation

and registration.

A request for funding must be submitted to the Education Committee on a Financial
Assistance Application form at lsast 3 month befors the viorkshop or the AGH. Pending
approval of the Education Committee it will be submitted to the Treasurer for final

approval.

Employees:

+ ANLA shall reimburse employess for all travel expenses (plans ticksts, taxis, vehicls
rental, meals, accommodations stc.) that takes place during vork hours and are
directly related to viork. In soms circumstances sxceptions il be applied for travel

that may take place outside of the normal viork day.

A local travel budget for staff shall be set by the Traasurer and the staff prior to sach

year's budgat being prepared.
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