SECTION 12

JOB DESCRIPTIONS
A. General Chair

1. The General Chair shall oversee and have general charge of the management, business operations, affairs
and property of Pacific Swimming, and general supervision over its officers and agents; shall call meetings
when and where deemed necessary; shall preside at all meetings; and, except as otherwise provided in
these Bylaws and with the advice and consent of the Board of Directors, shall appoint committee chairs and
members for standing and special committees as may be necessary to permit Pacific Swimming to
effectively, efficiently and economically conduct its affairs. The General Chair shall report to the Board of
Directors all matters within the General Chair’s knowledge that the Board of Directors should consider in the
best interests of Pacific Swimming.

B. Program Operations Vice Chair

1. The role of the Vice Chair, Program Operations is to direct, supervise, and coordinate those committees
whose function relates directly to the operation of the Program Operations Division of Pacific Swimming.
The charge of the reporting committees and coordinators is to implement plans and projects related to the
conduct of Pacific Swimming’s swimming events and programs.

a. The Program Operations Vice Chair is a member of the Board of Directors and the Executive Committee.

b. The Program Operations Vice Chair shall assume the duties of the office of the General Chair in the
event that the General Chair and the Administrative Vice Chair are absent, or are unable to perform
these duties.

c. The Program Operations Vice Chair is an ex-officio member and shall direct, supervise, and coordinate
the activities for the following committees: Officials Committee, Time Recognition, Zone Chairs, and
Governance Committee.

d. The Program Operations Vice Chair shall maintain regular contact with the chairs, and coordinators of
the above listed committees. The Vice Chair shall request and receive written committee reports on a
regular basis.

C. Program Development Vice Chair

1. The role of the Program Development Vice Chair is to direct, supervise, and coordinate those committees
whose function relates directly to the operation of the Program Development Division of Pacific Swimming.
The charge of the reporting committees is to create, organize, and evaluate programs that will support the
development of the athlete membership.

2. The officer’s duties shall include the following:

a. The Program Development Vice Chair is a member of the Board of Directors and the Executive
Committee.

b. The Program Development Vice Chair, shall assume the duties of the office of the General Chair in the
event that the General Chair, Administrative Vice Chair, Program Operation Vice Chair are absent, or are
unable to perform these duties.
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c. The Program Development Vice Chair is an ex-officio member and shall direct, supervise, and coordinate
the activities for the following committees: Senior Committee, Age Group Committee, Disability
Swimming, Diversity Committee and Athlete Committee.

d. The Program Development Vice Chair shall maintain regular contact with the chairs and coordinators of
the above listed committees. The Vice Chair shall request and receive written committee reports on a
regular basis.

D. Administrative Vice Chair

1. The Administrative Vice Chair shall conduct meetings in the absence of the General Chair and, at the request
of the General Chair or in the event of the disability of the General Chair, shall perform all of the duties of
the General Chair, and when so acting shall have all of the powers of the General Chair. The Administrative
Vice Chair shall chair, and have general charge of the business, affairs and property of the division that
administers Pacific Swimming business and affairs. The Administrative Vice Chair shall aid in the
development of policy and the coordination of the activities of the officers and committees within the
division internally and with other divisions, and committees and coordinators. The Administrative Division
shall be responsible for the creation and maintenance of Pacific Swimming’s Policies and Procedures
Manual. The Administrative Vice Chair shall be custodian of the records of Pacific Swimming, and attest the
execution of all duly authorized instruments. The Administrative Vice Chair shall cause to be kept copies of
all minutes, official correspondence, meeting and other notices, and any other records of Pacific Swimming.
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