
WMYLC Board Positions Responsibilities 
 

COMMISSIONER/PRESIDENT:  In addition to presiding over board and executive committee meetings, the president has a 

variety of responsibilities. As “chief volunteer,” the president works with the board, program coordinators, lacrosse 
families and community to further the organization’s mission. The president is expected to review and understand the 
organization's articles of incorporation and by-laws, policies and procedures, financial and legal situation, and strategic 
plan. As the board ambassador, the president acts as a spokesperson to the larger community. S/he speaks in public 
on behalf of the organization and advocates for the cause. By modeling appropriate behavior, the president sets high 
standards for board conduct and intervenes if conflicts of interest or confidentiality issues arise.  The President is a 
voting member of the Board. 

 

BOYS’ COMMISSIONER: The Boys’ Commissioner represents all member program’s boys’ teams.  The Boys’ Coordinator 

facilitates communication of any issues between the programs and the WMYLC Board.  The Boys’ Coordinator reports 
to the President/Board on any issues which may arise and presents these issues/concerns at WMYLC meetings.  The 
Boys’ Coordinator assists the Board and member programs in organizing the season (schedules; WMYLC events; 
tournament, etc.).  This would include maintaining game reports, weekly scores and standings; working with the 
officials’ organization and representing the program at meetings and events. The Boys’ Coordinator is a voting member 
of the Board, in addition to the following duties: 

1. Develop a clear understanding and knowledge of the WMYLC Bylaws and Rules. 

2. Organize and participate in activities, events and training approved by WMYLC Board. 

3. Publish lacrosse schedule and results through the WMYLC website. 

4. Act as an Official Spokesperson for all or any lacrosse issues on behalf of WMYLC. 

5. Develop relationships with program coordinators and players/families of member programs. 

6. To be accessible to all the members belonging to WMYLC. 

7. Submit oral reports at WMYLC Meetings regarding the boys’ lacrosse program. 

8. Promote WMYLC programs/teams (e.g. social media, WMYLC website, etc.) 

9. Develop a sound understanding of WMYLC and attend any appropriate training. 

 

GIRLS’ COMMISSIONER: The Girls’ Commissioner represents all member program’s boys’ teams.  The Girls’ Coordinator 

facilitates communication of any issues between the programs and the WMYLC Board.  The Girls’ Coordinator reports 
to the President/Board on any issues which may arise and presents these issues/concerns at WMYLC meetings.  The 
Girls’ Coordinator assists the Board and member programs in organizing the season (schedules; WMYLC events; 
tournament, etc).  This would include maintaining game reports, weekly scores and standings; working with the officials’ 
organization and representing the program at meetings and events. The Girls’ Coordinator is a voting member of the 
Board.  In addition to the following duties: 

1. Develop a clear understanding and knowledge of the WMYLC Bylaws and Rules. 

2. Organize and participate in activities, events and training approved by WMYLC Board. 

3. Publish lacrosse schedule and results through the WMYLC website. 

4. Act as an Official Spokesperson for all or any lacrosse issues on behalf of WMYLC. 

5. Develop relationships with program coordinators and players/families of member programs. 

6. To be accessible to all the members belonging to WMYLC. 

7. Submit oral reports at WMYLC Meetings regarding the girls’ lacrosse program. 

8. Promote WMYLC programs/teams (e.g. social media, WMYLC website, etc.) 

9. Develop a sound understanding of WMYLC and attend any appropriate training. 
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SECRETARY: Organizations are required by law and by custom to maintain certain records for several purposes, including: 

1. Accurate recollection of decisions; 

2. Determination of eligibility to vote; 

3. Continuity of policies and practices; and 

4. Accountability of directors and officers. 

The Secretary is responsible for ensuring that accurate and sufficient documentation exists to meet legal 
requirements, and to enable authorized persons to determine when, how, and by whom the board's business was 
conducted. In order to fulfill these responsibilities, and subject to the organization's bylaws, the Secretary records 
minutes of meetings, ensures their accuracy, and availability, proposes policies and practices, submits various 
reports to the board, maintains membership records, fulfills any other requirements of a Director and Officer, and 
performs other duties as the need arises and/or as defined in the bylaws. (con’t) 

 

Accountability: The Secretary is accountable to the Board of Directors (if elected or appointed by them) or Members. 
(If elected by the membership at a member meeting) as specified in the bylaws. Through the Board of Directors, 
certain duties of the Secretary may be delegated to the Executive Director, Board members and/or committees as 
appropriate; however, the accountability for them remains with the Secretary. 
 

Minutes: The secretary is responsible for ensuring that accurate minutes of meetings are taken and approved.. 
Requirements of minutes may vary with the jurisdiction but should include at a minimum: 
1. date, time, location of meeting; 
2. list of those present and absent; 
3. list of items discussed; 
4. list of reports presented; 
5. text of motions presented and description of their disposition.  
The Secretary signs a copy of the final, approved minutes and ensures that this copy is maintained in the corporate 
records.  

 

Custodian of records: The secretary ensures that the records of the organization are maintained as required by law 
and made available when required by authorized persons. These records may include founding documents, (eg. 
letters patent, articles of incorporation), lists of directors, board and committee meeting minutes financial reports, and 
other official records.  
 

Membership Records: The Secretary ensures that official records are maintained of members of the organization and 
Board. S/he ensures that these records are available when required for reports, elections, referenda, other votes, 
etc.  
 

Bylaws: The Secretary ensures that an up-to-date copy of the bylaws is available at all meetings. 
 

Communication: The Secretary ensures that proper notification is given of directors' and members' meetings as 
specified in the bylaws. The Secretary manages the general correspondence of the Board of Directors except for 
such correspondence assigned to others.  
 

Meetings: The Secretary participates in Board meetings as a voting member. The Secretary provides items for the 
agenda as appropriate. In the absence of the President, the Secretary calls the meeting to order, presiding until a 
temporary chairperson is elected. The secretary records meeting minutes as described above Depending upon the 
bylaws and practices of the organization, the Secretary may perform these duties for Member meetings (eg. Annual 
General Meeting) and/or for an executive committee.  
 

Signing Officer: The Secretary may be designated by the Board of Directors and/or bylaws as one of the signing 
officers for certain documents. In this capacity, the Secretary may be authorized or required to sign or countersign 
checks, correspondence, applications, reports, contracts or other documents on behalf of organization.  
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TREASURER: Participates in Board meetings as a voting member. A Treasurer is the officer assigned the primary responsibility 

of overseeing the management and reporting of an organization’s finances. The Treasurer may have many important duties 
specific to its role, including: 

1. Bank account maintenance – Selecting a bank, signing checks, and investing excess funds wisely 
2. Financial transaction oversight – Being knowledgeable about who has access to the organization’s funds, and 

any outstanding bills or debts owed, as well as developing systems for keeping cash flow manageable 
3. Budgets – Developing the annual budget as well as comparing the actual revenues and expenses incurred 

against the budget 
4. Financial Policies – Overseeing the development and observation of the organization's financial policies 
5. Reports – Keeping the board regularly informed of key financial events, trends, concerns, and assessment of 

fiscal health in addition to completing required financial reporting forms in a timely fashion and making these 
forms available to the board 

6. Finance Committee (if applicable) – Serving as Chair of the Finance Committee 

The Treasurer is largely influential in proper financial management and thus, also greatly affects the public’s 
perception, trust, and assurance in the organization management. Therefore, organizations should seek desirable 
qualifications in a Treasurer such as financial literacy, attention to detail, timeliness in completing tasks, neat and 
accurate record keeping, and a willingness to ask questions. 

 

EDUCATION COORDINATOR:  The Education Coordinator is a voting member of the Board.  The primary responsibility of 

the Education Coordinator is to work with and act as a liaison with USL, WMD USL, member programs, local schools and the 
community in furthering the mission of WMYLC through training and education.  This may include: 

1. Gathering and disseminating issues concerning the game of lacrosse, rule changes, and training opportunities as 
appropriate to members of WMYLC. 

2. Coordinate and plan training education programs to offer/present to Coaches, players and families within the 
WMYLC membership. 

3. Represent WMYLC at education, training and other events to provide information, as well as promote the mission of 
WMYLC. 

4. Have a working knowledge of WMYLC Bylaws and Rules and present information to the Board and member 
programs regarding changes in lacrosse rules/trends that would need to be considered by WMYLC membership. 

5. Establish and maintain a relationship with USL, WMDUSL, member programs and local schools. 
 

SPECIAL EVENTS COORDINATOR: The Special Events Coordinator is a voting member of the Board.  The primary 

responsibilities of the Special Events Coordinator is to plan, organize, and supervise the MLK Free Clinic, End of Season 
Tournament and All-star (8th grade recognition) events.  In addition, the Special Events Coordinator will assist in the planning 
and execution of coaches training and PCA events for members of WMYLC programs.  Duties to include: 

1. Maintain a working document for each WMYLC event. 

2. Present oral and/or written updates to the WMYLC Board and member programs regarding upcoming events. 

3. Secure any permits or reservations needed for WMYLC events. 

4. Work with member programs to secure volunteers for WMYLC events. 

5. Organize and secure any needed equipment for WMYLC events. 

6. Promote WMYLC events through website, social media, and print media as appropriate. 


