
Officer Descriptions 

 
Duties of Chairperson:  

The Chairperson shall be responsible for directing all Board affairs and shall preside at all 

meetings of the Board. He or she may sign any documents which have been authorized by the 

Board or are required by law to be signed or executed. In general, he or she shall perform all 

duties incident to the office of Chairperson and such other duties as may be prescribed by the 

Board from time to time.  

 

Duties of Vice Chairperson: 

In the absence of the Chairperson, or in the event of his or her inability or refusal to act, as 

determined by a majority of the members present at a meeting at which a quorum is present, the 

Vice Chairperson shall perform the duties of the Chairperson and when so acting, shall have all 

the powers of and be subject to all the restrictions upon the Chairperson. The Vice Chairperson 

shall perform such other duties as from time to time may be assigned to him or her by the 

Chairperson or by the members of the Authority. The execution of any instrument of the 

Authority by the Vice Chairperson shall be conclusive evidence, as to third parties, of his or her 

authority to act in the stead of the Chairperson.  

 

Duties of the Secretary/Treasurer:  

The Authority may appoint a member of the Board to perform all or portions of the duties of 

secretary and/or treasurer. The secretary shall affix the Authority seal to any lawfully executed 

documents requiring it and shall attest to the signature of the Chairperson and/or the Vice 

Chairperson of the Authority who are authorized to execute documents of the Authority. The 

treasurer shall supervise the custodian of all of the funds of the Authority and shall supervise the 

collection of monies due to the Agency, the expenditures of the Agency funds, and the 

preparation and maintenance of appropriate books of account. The treasurer shall make available 

all financial information of the Authority to the Mayor and Council of Forest Park, Georgia. In 

general, the secretary and/or treasurer shall perform all duties usually incident to the office of 

secretary and treasurer and such other duties as may be prescribed by the members of the 

Authority from time to time.  


