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President 
Voting Member
President will assume Past Presidential term at the end of Presidential term.
Prepare agenda for monthly executive board meetings 
Attend and direct meetings
Coordinate biannual general membership meeting with President.  (Oct and May)
Consult with COAP executive board on COAP activities
Appoint representatives to committees and coordinate selection process for cabinet and dean search committees
Prepare reports for BOT meetings 
Attend BOT meetings and present reports
Monitor COAP representation on university committees (i.e., Search committees, University theme, technology, master plan implementation, etc).
Keep clear records to pass to next President


Past President
Voting Member
Offer guidance and support to current President and Executive Board
Attend meetings when able
As able, assist with all COAP activities (i.e., Appointments, Endorsements, Employee of the Year Process, Election process, etc.) 


Vice President 
Voting Member
Vice President will assume Presidential appointment at the end of current Vice Presidential term
Attend COAP meetings 
Serve as President when President is unavailable
Grievance Committee Member
Work with appropriate employee in Human Resources in regard to the new COAP employee welcome T-shirts and letters.

	At the beginning of each month, the COAP VP receives a list on his/her printer of names 	of new employees for the previous month.  The VP emails this list to Human Resources 	grouped by WIU division.  VP later picks up T-shirts and card from HR and distributes the 	packages to the COAP Area reps.

Assist and shadow COAP President with COAP duties.  
Assist with all COAP activities (i.e., Appointments, Endorsements, Employee of the Year Process, Election process, etc.)

Secretary/Treasurer
Voting Member
Attend and take minutes at meetings
Send minutes electronically to Executive board members and post to website
File financial reports
Coordinate COAP Webpage
Maintain COAP email listserv
Assist with scheduling meeting rooms
Assist with all COAP activities (i.e., Appointments, Endorsements, Employee of the Year Process, Election process, etc.)

Macomb Campus Area Representatives
Voting Members
Attend Meetings
Assist with all COAP activities (i.e., Appointments, Endorsements, Employee of the Year Process, Election process, etc.)
Represent constituents of their areas
Welcome new employees in their areas and present gift from Human Resources

Quad Cities Campus Area Representative
Voting Member
Grievance Committee Member
Attend Meetings through CODEC or in person
Assist President with Quad Cities meeting room scheduling
Assist with all COAP activities (i.e., Appointments, Endorsements, Employee of the Year Process, Election process, etc.)
Represent Quad Cities constituents 
Welcome new Quad Cities COAP employees and present gift from Human Resources
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