SAA Job Description Updated 8/2023                                                            

President of SAA
Qualifications:

· Member in good standing of the Society (as per the Bylaws). 

· Helpful prior experience:
· Service as member of SAA Board of Directors or as an Officer

· Administrative experience in related field – e.g. academic, firm, agency

· Knowledge of issues relating to practice of archaeology, particularly, but not limited to the United States.

Term:

· The President serves a two-year term on the Board.
Duties:

· Initiates and carries out Society initiatives within the framework of Society policies approved by the Board of Directors
· Serves as the primary public spokesperson of the Society (only the President and the Executive Director can speak for the Society)
· Chairs Board of Directors

· Attends and Chairs annual Fall and Spring meetings of the SAA’s Board of Directors

· As meeting Chair, President is responsible for managing the agenda and the meeting, including calling for votes;

· During the Board of Directors’ meeting, the President works closely with the Secretary and the Executive Director to ensure the Secretary is able to record the meeting and that the meeting is conducted according to the relevant rules, regulations and laws.

· The President does not vote except in the case of a tie.

· Initiates and coordinates Board actions on Society initiatives and other matters between meetings. This is usually done via email;

· Works with Committee and Task Force Chairs and Board Committee liaisons on Society-level issues as they arise. 

· Consults and seeks advice of Board of Directors as issues arise.

· Works with the chairs and members of Board of Director’s subcommittees as needed

· Chairs Executive Committee
· Attends and Chairs annual Fall and Spring meetings of the Executive Committee (the elected officers and executive director) of the Board of Directors and monthly on-line Executive Committee meetings (30 min to an hour).
· At its fall and spring meetings, the Executive Committee develops the agenda for the upcoming Board of Director’s meeting. 
· Consults and seeks advice of Executive Committee as issues arise. 

· At the fall meeting of the Executive Committee, oversees the evaluation of the Executive Director and writes the summary letter to the Executive Director. (Note: The President holds the official personnel file for the Executive Director.) 

· Committees and Task Forces
·  Is responsible for contacting and asking prospective chairs of committees and task forces to which the President is liaison to serve (3-4);

· Is responsible for identifying and asking (with the assistance of the Executive Director and approval of the Board) the prospective Chair of the Annual Meeting Program and Local Advisory Committees (two terms); 

· Coordinates response to requests from committees and committee chairs as they arise.

· Is responsible for approving member appointments to the committees and task forces to which the president is liaison as well as consults with the Executive Director, as requested, on committee/task force composition for those committees/task forces for which she is liaison.

Note: beginning in 2010, the president distributed the responsibilities for committee appointments to the Board liaisons. This not only reduced the workload for the president but engaged the Board members more completely in their liaison roles. The actual appointment letters are generated by staff in the headquarters office. 
· Budget

· Reviews monthly and annual budget and quarterly investment reports; 

· With Executive Committee, receives annual audited financials

· SAA Administration

· The Executive Director (ED) regularly informs, consults and works closely with the President on matters relating to the ongoing functioning and administration of the society’s affairs. 

· The Executive Director informs and may seek the President’s advice on matters falling within the Executive Director’s prerogatives (e.g. staff matters, the organization and logistics of the annual meeting; issues arising from the production of the Society’s publications, etc.)
· The President and the Executive Director work closely on matters relating to the logistics and administration of Society functions (e.g. ensuring SAA representation at meetings)
· The Executive Director informs, consults and works closely with the President in ensuring that the society’s operations meet all pertinent rules, regulations and lawsThe President reviews/approves correspondence/announcements issued to members in the Society’s name as requested.
· Government Affairs.

· Although the Society has several committees and task forces concerned with “government affairs”, the President often coordinates the actions of those groups, including the development of Society responses to proposed laws, regulations, etc. This coordination is normally done in consultation with the Executive Committee, Board of Directors, Executive Director, the Society’s Government Affairs Manager, and the relevant committees/task forces and chairs. 

· As President and spokesperson of the Society, the President may represent the society at formal meetings of and with varying governmental agencies pursuant to Society goals and policies.
Note: By Board policy there are two spokespersons for the Society – the President and the Executive Director. The Executive Director typically speaks to administrative, as opposed to archaeological matters.
· As President and spokesperson of the Society, the President may meet with Members of Congress, Congressional Staff, Senior Administrators pursuant to Society goals and Policies
· As President of the Society, the President can coordinate with the Presidents of peer Associations (e.g. EAA, AAA, SHA) responses and initiatives as required. 
· Meetings:

· In addition to the Annual, Board and Executive Committee meetings, the president attends other SAA meetings such as the EAA/SAA Joint Meeting or the Conferencia Intercontinental. 

· For the Annual Meeting
· Writes the script for the business meeting, including short versions of the award citations a couple of months before the annual meeting 
· At the meeting, attends committee, task force meetings as needed. Typically, the president will always attend the Committee on the Americas meeting in addition to others;

· Consults, meets with members and staff as needed

· Hosts, attends and speaks at Society functions, receptions and dinners as they occur.

· Miscellaneous

· The President writes letters in the Society’s name as requested. These letters usually support general initiatives (not individuals but concepts); or object to actions by varying agents that negatively affect the archaeological record (broadly defined) -- the president can and does consult with the Executive Committee and/or the Board as necessary. Oftentimes, if the letter is requested, the President will request a draft from the requestor or assign the draft to a committee/task force or request the Executive Director to assign a staffer to the draft, particularly in the case of government affairs;
· Responds to member queries as requested by staff or as seems appropriate to the President
· Be prepared: Stuff happens – stuff undreamed of.

Time Commitments:

· Attendance at meetings

· must attend Annual Meeting, arriving one day before opening session
· Board meets two full days, Wednesday and Saturday

· several hours of SAA Committee and Interest Group meetings at Annual Meeting

· several hours of Board receptions at the Annual Meeting

· business meeting at the Annual Meeting

· four days for each Executive Committee meeting (2 days travel and 2-day meeting)

· four days for fall Board meeting (2 days travel and 2-day meeting)
· monthly on-line Board meetings (1-2 hours) and Executive Committee meetings (30 min to an hour).
· While the workload is relatively constant, it does decline in the summer. Particularly active periods are:
· The three months leading up and including the annual meeting, including the Executive Committee meeting

· The six weeks leading up to the fall meeting, including the Executive Committee meeting.

· Over the year, the Presidency requires 5 to 20 hours/weekly, doing all the varying tasks of the President. The bulk of the time is spent:

· Monitoring and responding to email/phone calls

· Preparing, reviewing, editing Society documents, including president’s columns for The SAA Archaeological Record and Government Affairs Committee-International Government Affairs Committee alerts from time to time
· Coordinating Committee, Task Force, Board and Society actions

Also….
· You may need to ask your IT administrator for permission to increase your email storage capacity
· You will inherit an saa.org email address that has been used since 2021, however different presidents have used it with differing degrees of regularity

Broken down like this, this is a lot (I’m startled by it). However, a list like this does not convey the rewards, professional and personal, of this position. It’s a lot of work, but the position gives its holder a chance to shape the field and the context in which it is practiced in ways one could otherwise not do, and in ways that one does not anticipate, even with prior service on the Board. You also get to work with stellar people, including the Executive Director (we are blessed), the other officers and the board members – in whom we are also blessed.
