IG Job-Description Summary March 2026
Page 1 of 10
Note that the official Council-officer-role descriptions appear in the Intergroup bylaws. The below information is modified for (a) readability and (b) tasks not explicitly in the bylaws.
OFFICER JOB/ROLE DESCRIPTIONS
Council Chair – Intergroup’s chief executive officer
Responsible for 
· General management of Intergroup affairs (including office personnel management)
· Conducts resolutions of the Intergroup Council
· Presiding officer at all Intergroup Council meetings 
· Member, ex-officio, of all committees they appoint
· Direct the overall activity, in counsel with the Intergroup Council, of the Intergroup
· Act as treasurer or secretary in the absence of either or both
· Appoint committees from among the membership for the ongoing business of or any special activity undertaken by the Intergroup
· Responsible for sending meeting reminders/invitations to the fellowship
· Prepares agenda for each Intergroup Council meeting

Secretary
· Assist the Council chair in all areas of Intergroup Council activity and operations (at the direction of the chair)
· Function as chair in their absence (but not succeed to the office should it become vacant during their term as secretary)
· Take and record minutes of Intergroup Council meetings
· Make minutes available to groups in the NEMDAA region
· Be in charge of all corporate records other than financial 
· Have custody and responsibility of the Seal of the Intergroup and shall affix the same to documents as duly authorized and directed by the Intergroup Council
· May attend committee meetings but is not responsible for recording minutes of those meetings (Each committee is responsible for determining whether to record minutes and who will record them, if necessary.)

Treasurer
· Assist the Council chair in all areas of Intergroup Council activity and operations (at the direction of the chair)
· Undertake care and custody of Intergroup funds 
· Manage all accounts (e.g., bank accounts and Paypal) and pay Intergroup bills and obligations as they come due 
· Keep a true and accurate account of accounts, bills, and obligations 
· Present an accurate financial report at each and every Intergroup Council meeting 
· Work in cooperation with any outside accountant or bookkeeper engaged in such duties by the Intergroup 
· Assist in the preparation and completion of any and all records for taxes or any other records or documents required by law 
The treasurer is a de facto member of the Finance Committee. but is not the Finance Committee chair.

All officers
All Council officers monitor and reply to Intergroup emails as needed.

Officer minimum requirements and length of term 
· Proposed nominees must have three (3) years of continuous sobriety 
· Officers serve two-year terms
· Officers are elected from present or past Intergroup Council representatives
Nominations and elections
· Elections occur at the June meeting of the Intergroup Council in even numbered years
· Nominations are made and recorded at the Council’s May meeting, preceding the election meeting 
· Nominees must be present to accept the nomination at the May meeting or must declare their intention to accept the nomination to the Council chair prior to the May meeting 
Elected officers take over their respective duties and responsibilities on July 1.

NEMDAA Intergroup Committee Descriptions
Standing Committees (those recognized by the bylaws and whose chairperson has voting rights)
Answering Service Committee
· Provides 24hour answering service, except for the hours that the NEMDAA Intergroup office is open and staffed
· AA groups and members volunteer to answer the phone line on a rotational basis, the committee chair ensures group/member coverage
· Collects, with the help of the office staff, volunteer contact information and maintains the 12th Step calling list
· Links initial inbound caller to a member from the 12th Step calling list

Cooperation with the Professional Community / PubIic Information (CPC/PI) Committee 
· Provides information to professionals who may work with alcoholics (clergy, lawyers, corrections officers, physicians, nurses, counselors, etc.) 
· May attend various professional and community functions and fairs to distribute AA pamphlets and information

Finance Committee
· In cooperation with treasurer
· Prepares the NEMDAA Intergroup annual operating budget
· Prepares finance-related policies and procedures
· Comprised of Council chair, treasurer, secretary and Finance Committee chair

Institutions Committee
· Ensures that volunteer NEMDAA groups, on a rotational basis, carry the A.A. message to hospitals, corrections, and treatment facilities working through a NEMDAA Sponsor for each institution
· Traditionally, this committee focuses on bringing meetings into not-for-profit entities in the NEMDAA geographic region

Website/Technology Committee
· Maintains and improves the NEMDAA Intergroup website
· Assists with training and publishing the weekly bulletin
· Oversees the use and maintenance of other communication and electronic technologies while respecting the Twelve Traditions

Ad Hoc Committees
Created by Council chair for achievement of a specific, time-limited purpose. Remain active until completion of assigned duty or so long as the Council chair (and the Intergroup Council) consider the committee necessary. Ad hoc committee chairs have no voting rights simply by virtue of being the committee chair.
Archives Committee
· Gathers and preserves information and artifacts pertaining to the history and development of A.A. in the NEMDAA geographical area
Events Committee [as of 2025]
· Conducts, or engages home groups to organize and run, social events sponsored by NEMDAA Intergroup such as biannual breakfasts, assisting with bingo, the annual picnic, quarterly rock ‘n’ bowl, etc.
