
Duties of each Elected Office 

 

President: Preside at all Union local section and executive board meetings. Sign all authorized 

financial transactions along with co signature Secretary Treasurer as directed by the Executive 

Board. Counter sign all checks for the operations of the Local. Enforce the provisions of the 

International Constitution and the Local Union By-Laws. Appoint all committees and oversee 

each committee. Negotiate all contracts and enforce the provisions of each CBA through the 

grievance and arbitration process. Attend all arbitrations and mediations. Attend 2nd level 

hearings or assign a VP of that members’ section to represent the member. Be a delegate to all 

organizations the Local is affiliated with including the International Convention. Attend 

conferences as a representative of the Local Union. Be responsible for the proper conduct of the 

affairs of the Local Union and the obligations of the Local Union’s representatives to adhere to 

the International Constitution. Oversee all Union scheduled activities and events. Shall be 

chairperson of the committee on Political education and shall be chairperson of the Local’s 

Organizing Committee.  

Vice President: Shall assist the President in the discharge of their duties. Shall attend all 

Local Union meetings of their section and attend all Executive Board meetings. Shall attend all 

2nd level hearings, arbitrations and mediations as well as oversee the grievance and arbitration 

process. Be an active participant at all local union and international activities. Attend any training 

classes made available by the Local Union. Be available to the membership to answer questions 

with a clear understanding of the CBA.  

Secretary Treasurer: Shall be responsible for an accurate accounting of all monies 

received by the Local Union and give an accurate accounting to the International Secretary 

Treasurer. Shall deposit all monies received by The Local Union into a bank account chosen by 

the Executive Board. He shall not make any payments to any person without support of receipts 

or vouchers. Shall be responsible to keep regular books and records of the Local’s Finances 

pursuant to the rules and regulations of the International Administrative Committee. Shall report 

monthly to the Executive Board and the International Secretary Treasurer. Shall submit at least 

once yearly all records and books to a Certified Public Accountant. Shall be the custodian of the 

Seal of the Local Union. Shall keep and supply to the International Secretary Treasurer a correct 

record of the full names and addresses of all members and notify the International of all members 

who leave the local. Shall supply a bond in an amount determined by the International but in no 

case less than $500. The premium for said bond to be paid by the Local Union. Shall deliver all 

monies and records to their successor. Shall be a co signature on all checks. Shall be available 

when requested by a member for a review of the records and books of the Local Union. 

 

 

 

 



Duties of each Elected Office 

 

Executive Board Member at Large: 6 Seats: Shall be responsible for attending all 

Executive Board meetings and Local Union meetings. Shall have the power to rent, hire or lease 

equipment necessary for the proper functioning of the Local Union. Shall be an active participant 

at all Local Union activities and events. Shall be responsible to attend any discipline hearing of an 

elected officer charged with wrongdoing or conduct unbecoming an officer of the Local Union. 

Shall be involved in the decision making of all Local Union activities. Shall attend all International 

and other Organizations events as a representative of the Local Union. Shall uphold the 

Constitution and the Local Union’s By-Laws. 

Recording Secretary: Shall take minutes at all Local Union meetings and at all Executive 

Board Meetings. Shall be responsible for all written communications from the Executive Board 

to members of a disciplinary nature. Must be available to attend any meeting where it is 

necessary for accurate minutes to be taken.   

Shop Steward: Shall be responsible for attending all Local Union meetings. Shall be available 

to the membership for questions and representation at all 1st level hearings. Shall attend all 

training classes offered by the Local Union. Shall have a clear understanding and knowledge of 

the CBA. Shall uphold the Constitution and Local Union By-Laws. Shall keep all hearing related 

information confidential. Shall supply the Vice President and President all documentation 

necessary for the grievance and arbitration process. Shall attend all Local Union activities and 

events as a representative of the Local Union. Shall assist the Vice President and President 

whenever necessary. 

Assistant Steward: Shall be responsible for attending all Local Union meetings. Shall be 

available to the membership for questions. Shall represent the member at all 1st level hearings 

when necessary to fill in for Shop Steward. Shall attend all training classes offered by the Local 

Union. Shall have a clear understanding and knowledge of the CBA. Shall uphold the Constitution 

and Local Union By-Laws. Shall keep all hearing related information confidential. Shall supply the 

Shop Steward, Vice President and President all documentation necessary for the grievance and 

arbitration process. Shall attend all Local Union activities and events as a representative of the 

Local Union. Shall assist the Shop Steward whenever necessary. 

 


