Greater Providence Area Service Committee
Administrative Positions: Qualifications & Responsibilities

Greater Providence Area Service Committee
(GPASC) Administrative Positions:
Chairperson
Vice Chairperson
Secretary
Alternate Secretary
Treasurer
Alternate Treasurer
Regional Committee Member (RCM]
Alternate RCM
Board of Directors

Qualifications of General Service:

The following is a suggested list of qualifications

for N.A. members who might wish to become

involved in the area service structure of the

Greater Providence Area.

A. Willingness and a desire to serve.

B. A level of recovery that reflects their ability
to apply the twelve steps to their personal
lives and the twelve traditions to their
personal interactions with other.

C. The ability to give the time and resources
necessary to fulfill the obligations of the
elected office.

D. The suggested clean time requirement as
established for the individual office.

Chairperson Four (4] years
Vice Chairperson Three (3] years

Secretary One (1) year
Alternate Secretary  Six () months
Treasurer Three (3) years
Alternate Treasurer  Two (2] years
RCM Three (3) years
Alternate RCM Two (2] years
BOD Five (5) years

E. Prior service experience on a group level

and working knowledge of the elected office.

Qualifications of the Area CHAIRPERSON:

A. The stated qualifications of general service apply
to this position.

B. Four (4) years continuous abstinence from all
drugs.

C. Prior service experience as Area Service

Committee (ASC) officer, subcommittee CHAIR, or

Group Service Representative (GSR).

D. The ability to conduct an ASC meeting with a firm
yet understanding hand.

E. Sensitivity to the needs of the Area, Region, and
N.A. as a whole.

F. Tolerance and objectivity with those who are
unable to see beyond the needs of their groups.

G. Working knowledge of the Greater Providence
Area (GPS) Guidelines and the N.A. 12 Traditions.

Responsibilities of the Area CHAIRPERSON:

A. Preside over the GPASC meetings and remain
throughout.

B. Set the ASC agenda prior to the ASC meeting.

C. Preside over the Area Administrative Committee
meeting.

D. Maintain the integrity of the GPASC meeting with
respect to the GPA Guidelines.

E. Maintain the GPASC archives.

F. Conduct orientation including distribution of the

Greater Providence Area GSR Introduction Bookle

prior to the start of the ASC meeting.

G. Is available to the GSRs as a resource of
information pertaining the ASC meeting.

H. In the absence of an Administrative Officer
(Treasurer, Vice Chair, Secretary, etc.) fulfill or
delegate the responsibilities of said office.

I. Fulfill all reasonable responsibilities that become

necessary to collect and distribute information
resulting from the ASC meeting.

J. Compile reports and files from the GPA Vice Chair,

Treasurer, and Secretary.
K. Must be a signer of the GPASC bank account.
L. Does not vote at the GPASC meeting.
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Qualifications of the Area VICE CHAIRPERSON:

A. The stated qualifications of general service apply
to this position.

B. Three (3] years continuous abstinence from all
drugs.

C. The ability to conduct an ASC meeting with a firm
yet understanding hand.

D. Sensitivity to the needs of the Area, Region, and
N.A. as a whole.

E. Tolerance and objectivity with those who are
unable to see beyond the needs of their group.

F. Working knowledge of the GPA Guidelines and the
N.A. 12 Traditions.

Responsibilities of the Area VICE CHAIRPERSON:

A. |s a member of the Area Executive Committee,
which meets prior to the GPASC meeting.

B. In the absence of the Area Chair; preside over the
Area Executive Committee; formulate the ASC
agenda prior to the ASC meeting; and preside over
said meeting, remaining throughout.

C. Inthe absence of the Area Chair, fulfill or delegate
the responsibility of any Administrative Officer (i.e.
Area Treasurer, Secretary, or Subcommittee
Chair).

D. Inthe absence of the Area Chair, conduct the GSR
orientation including distribution of Greater
Providence Area GSR Introduction Booklet, prior to
the start of the ASC meeting.

E. Maintain the integrity of the GPASC meeting with
respect to the GPA Guidelines, and fulfill all other
reasonable responsibilities that the ASC Chair may
deem necessary.

F. Develop personal knowledge of the inner workings
of all ASSC Subcommittees. Act as a resource, and
help to maintain the structure, and integrity of all
ASC Subcommittees, without being a voting
member of those committees.

G. Inthe absence of the Subcommittee Chair fulfill or
delegate the responsibility of said office from
within that committee. [When applicable.]

H. Maintain a line of direct communication between
ASC Subcommittees and the ASC Chairperson.

I. Assist the Area Chair in conducting the GPASC
meeting. Conduct the review and confirmation of
Area Subcommittee reports during the ASC
meeting and distribute to the Area Secretary at the
end of the ASC meeting.

J. Inthe absence of the Area Chair fulfill or delegate
all reasonable responsibilities that become
necessary to collect and distribute information
resulting from the ASC meeting.

K. May be a signer of the GPASC bank account.

L. Inthe absence of the Area Treasurer, pick up an
distribute all Area mail from the GPA PO box in a
timely manner, prior to the GPASC meeting.

Qualifications of the Area SECRETARY:

A.

B.
C.

The stated qualifications of general service apply
to this position.

One (1) year continuous abstinence from all drugs.
Adequate secretarial skills.

Responsibilities of Area SECRETARY:

A.

B.

Is a member of the Executive Committee, which
meets prior to the GPASC meeting.

Record attendance at the beginning of the GPASC
meeting.

Compile and maintain a current list of all
recipients of the GPASC minutes.

Provide a brief overview of the prior ASC meeting
in a written secretary’s report. To be read at the
present ASC meeting.

Tabulate an accurate vote count for motions, to be
recorded on the submitted motion form, and to be
included in the minutes. Each motion is to include:
month, day, year, number (01-22-06-1 is January
22,2006, motion #1).

Organize and create concise minutes of each
GPASC meeting.

. Distribute minutes no later than ten (10) days after

the GPASC meeting. Make additional copies
available at the next GPASC meeting.

. Distribute a copy of GPASC minutes to the New

England Regional Service Committee and the Free
Spirit Area.

Keep an accurate record of GPASC motions and
policy created during their term and make copies
available at the ASC meeting upon request. Turn
this record over the Policy Chair at the end of each
term.

Compile (to be included in the minutes); Groups in
Attendance at ASC meeting, and Groups that
Donated to the ASC. Provide a Legend of Symbols
to facilitate understanding of above lists. (As
provided in past minutes.)

Compile a current Group contact list containing;
Group name; GSR name, phone number, mailing
address, and email (if available).

Provide a current list of Administrative Officers
names and phone numbers to be published in the
GPASC minutes.

. Provide a Group Announcement page to be

published in the Area minutes.

. May vote on administrative motions only.

Care for and maintain the laptop provided for the
Area Secretary position.

Maintain the supply of ASC forms (subcommittee
report, motion, and announcement) and makes
these available at the ASC meeting.
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Qualifications of the ALTERNATE Area SECRETARY:

A. The stated qualifications of general service apply
to this position.

B. Six (6) months continuous abstinence from all
drugs.

C. Adequate secretarial skills.

Responsibilities of the ALTERNATE SECRETARY:

A. Assist the GPA Area Secretary in performance of
all previously stated responsibilities.

B. In the absence of the Area Secretary, and at the
direction of the Area Chair, perform the ASC
Secretary responsibilities.

C. Is not required to relinquish concurrent GSR
position (if applicable).

D. Attend all GPASC meetings.

Qualifications of the Area TREASURER:

A. The stated qualifications of general service apply
to this position.

B. Three (3] years of continuous abstinence from all

drugs.

Bookkeeping and/or accounting skills.

D. Ability to organize and keep financial records.

o

Responsibilities of the Area TREASURER:

A. Accept Group donations during Literature Sales
prior to the GPASC meeting.

B. Accept the money from sales during Literature
Sales prior to the GPASC meeting.

C. Report at the GPASC on donations, other revenue,
and expenditures from the previous month’s ASC
meeting. Provide a written copy of said report for
inclusion in the ASC minutes. (E.g. June ASC
minutes will contain May ASC Treasury report.)

D. Maintain and keep an accurate balance on the ASC
checking account.

E. Pay all bills as needed.

F. Keep accurate and careful record of all Area
financial transactions, including receipts of all
monies paid and collected.

G. Care for and maintain the laptop provided for the
Area Treasurer position.

H. Coordinate with the Finance Subcommittee Chair
as needed. (Tax filing and payment, yearly budget,
etc.)

|. Prepare an Annual Budget for the GPASC.

J. Collect mail from the GPASC PO box prior to the
monthly ASC.

Qualifications of the ALTERNATE Area TREASURER:

A.

o

The stated qualifications of general service apply
to this position.

Two (2) years of continuous clean time from all
drugs.

Bookkeeping and/or accounting skills.

Ability to organize and keep financial records.

Responsibilities of the ALTERNATE TREASURER:

A.

B.

C.

Assist the GPA Treasurer in performance of all
previously stated responsibilities.

In the absence of the Area Treasurer, and at the
direction of the Area Chair, perform the ASC
Treasurer responsibilities.

Attend all GPASC meetings.

Qualifications of the REGIONAL COMMITTEE
MEMBER (RCM):

A.

B.

The stated qualifications of general service apply
to this position.

Three (3] years continuous abstinence from all
drugs.

Prior experience as a GSR and/or completion of
one or more terms in an area-level elected office.
Communication and organizational skills and has
displayed significant leadership skills.

Objectivity and tolerance with those who are
unable to see beyond the needs of their areas.
Working knowledge of GPA Guidelines and the
N.A. 12 Traditions.

Responsibilities of the REGIONAL COMMITTEE
MEMBER (RCM):

A.

B.

Attend each meeting of the Regional Service
Committee (RSC) and GPASC.

If unable to attend an RSC or GPASC meeting it is
essential to ask the Alternate RCM to assume said
responsibilities.

Suggested involvement with a Regional
Subcommittee to promote the RCM participations
with the region.

. In keeping with the Seventh Tradition of N.A.,

deliver the Area donation to the Region.

Carry Greater Providence Area Conscience on all
matters affecting the GPA or N.A. as a whole.
Keep the Region informed in a written report of all
GPA activities, strengths, and problems.

Inform the G.P.A.in a written report of all
business, activities, and special needs discussed
at the R.S.C. meeting.

. Coordinate accommodations for GPA N.A.

members who are required to attend the RCS
meeting for both days.

Chair a special session of the ASC to vote on the
World Service Committee (WSC) agenda report.
Distribute informational flyers at the ASC meeting
(Distribution thereafter is left to the discretion of
the RCM.)
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Qualifications of the ALTERNATE REGIONAL
COMMITTEE MEMBER (ALT RCM):

A.

B.

The stated qualifications of general service apply
to this position.

Two (2) years continuous abstinence from all
drugs.

Previous GPASC service experience.
Communication and organizational skills and has
displayed significant leadership skills.

Objectivity and tolerance with those who are
unable to see beyond the needs of their areas.

Responsibilities of the ALTERNATE REGIONAL
COMMITTEE MEMBER:

A.
B.

Attend each meeting of the RSC and the GPASC.
Suggested participation with a Regional
Subcommittee to promote the Alternate RCM
involvement with the Region.

Vice Chair a special session of the GPASC to vote
on the WSC Agenda Report.

In the absence of the RCM, assume the
responsibilities of the RCM stated above.

Qualifications of the BOARD OF DIRECTORS (BOD)
MEMBER:

A.

B.

oo

The stated qualifications of general service apply
to this position.

Five (5) years continuous abstinence from all
drugs. [Motion 5-25-97-3]

Bookkeeping and/or accounting skills.

Ability to organize and keep financial records.

A Board Member may not hold another area-level
financial position.

Responsibilities of the BOARD OF DIRECTORS (BOD)
MEMBER:

A.
B.

C.

Make sure that the GPA tax returns are filed.
Take care of legal problems/fund
misappropriation.

File yearly RI state sales tax.

Receive the monthly report from the Finance
Subcommittee Chair (or Area Treasurer if there is
no Finance Chair).

Attend an annual BOD meeting.

Coordinate storage and maintenance of legal
documents.

Suggested Qualifications of the GROUP SERVICE
REPRESENTATIVE (GSR):

A.

B.
C.

D.

E.

The stated qualifications of general service apply
to this position.

One (1) year continuous abstinence from all drugs.

Prior service experience serving as an Alternate
GSR.

Active participation in the group they are
representing.

Knowledge of the GPANA service structure.

Suggested Responsibilities of the GROUP SERVICE
REPRESENTATIVE (GSR):

A.
B.

Attend each meeting of the GPASC.

If unable to attend the ASC meeting, asks the
Alternate GSR, or in the Alternate’s absence,
another group member to assume the GSR
responsibilities.

Suggested participation with and Area
subcommittee to promote the GSR involvement
with GPA.

In keeping with the Seventh Tradition, and Second
Concept of N.A., bring group donation to the ASC
Treasurer.

Carry Group Conscience on all matters affecting
their group or N.A. as a whole.

Inform the GPA of all Group activities, strengths,
and problems.

Inform the Group of all business, activities, and
special needs discussed at ASC meetings.
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