Summary of 2018 SETA Job Description Review/Revision
As per the SETA Policies and Procedures Manual, all members of the Area Committee were asked to review
their respective job descriptions and submit suggested changes if necessary. In all, five of the Job Descriptions
have been revised. The revisions range from minor grammatical corrections to a complete overhaul. The
revisions are listed below. Corrections, revisions or additions are in red.
SETA LIAISON TO AREA INTERGROUPS
JOB DESCRIPTION
General Description: The Liaisons to the Area Intergroups are elected by the Area Assembly to serve
a two-year term. They are voting members of the Area Assembly and are members of the Area
Committee.
. When asked, share information about the Southeast Texas Area, AA Traditions, the General
Service Structure, etc., with Intergroup Board members and delegated-Delegates.

SETA ALTERNATE AREA CHAIRPERSON
JOB DESCRIPTION
e Chair Saturday afternoon Area sharing session, when it is included in the Assembly Agenda.

e Ensure that a current version of the Policies and Procedures Manual is posted on the SETA website
on the Alternate Chairperson’s webpage. —Add this in.

e Work closely with the Area Treasurer to ensure that hotel expenses for the Quarterly Assemblies
are handled in accordance with the hotel’s billing policy.-Add this in.

SETA AREA REGISTRAR AND ALTERNATE REGISTRAR
JOB DESCRIPTION

e The registrar will be responsible for coordinating with the Area Assembly host district to perform
registration for voting and non-voting members of the Assembly. The registrar will maintain and bring to
the Assembly adequate supplies necessary for registration. This includes an adequate number of
badge holders, badge inserts, sign in forms for both voting and non-voting members, coffee tag
stickers, new GSR stickers, voting number stickers, pens, markers for badges and forms for group
changes, new groups, and Area Committee position changes in English and Spanish.
e The registrar will maintain a roster of members of the Area Committee plus Past Delegates and the
Archivist. The document will include name and position, mailing address, phone number, and e-mail
address. This roster should be updated following each Quarterly Assembly and sent to individuals on
the roster, but only individuals on the roster. Primary means of distribution will be by e-mail. This
document must be treated as “Personal and Confidential.”

SETA TREASURER/ALTERNATE TREASURER
JOB DESCRIPTION
OProvide tax information to CPA to file taxes.

O Prepare the an annual Budget worksheets (for each committee and officer) and attend the Budget
Committee Meeting.

OProvide Officers and Committee Chairs with quarterly breakdown of their expenses.

STATE CONVENTION ATTENDANCE PROMOTION CHAIRPERSON (SCAP)
JOB DESCRIPTION
This Job Description has under gone a complete overhaul. Please see attached explanation.




Area Committee Chair

Subject: FW: SCAP JOB Description with Explanations
Attachments: 1806 SCAP Job Descriptions & Explanations.pdf

From: scap-chair SCAP Committee [mailto:scap-chair@aa-seta.org]

Sent: Monday, June 11, 2018 7:50 PM

To: Area Committee Chair <chair-chair@aa-seta.org>

Cc: Area Committee Alternate Chair <chair-alt@aa-seta.org>; Area Registrar <registrar@aa-seta.org>
Subject: SCAP JOB Description with Explanations

Kris,

Attached are the highlighted job descriptions (but the yellow highlight can barely be seen) and explananations:
first page is detailed, 2nd is BRIEF Synopsis (top portion) with some history and points for clarity (bottom
half). You can use either sheet or parts, whatever you think is most helpful.

The working SCAP committee members (4-5 members depending on what month) were in agreement with all
of the Proposed Job Description. | will be in attendance at the July Assembly, and be available to answer
questions if needed.

yours in Service,
~ZAz~















