OFFICER RESPONSIBILITIES
Faculty Advisor

Faculty Advisor is a role that is not necessary for every group. However, having faculty members involved is an excellent venue to find out about campus activities, rules and regulations. They can provide an inside track and point students in the right direction when it comes to administrative questions, as well as be key intermediaries between the organization and the University.

President

The President is in charge of running the business meetings and coordinating the roles and responsibilities of all the other officers. It does not have to be a strenuous position if you delegate your responsibilities. This person needs to be in contact with the

Spiritual Advisor / Priest at all times. Communication is the key to a successful organization and this person needs ensure that there is effective communication throughout the entire Executive Board.

Vice President

The Vice President needs to help the President with any and everything. They should be able to carry out the role of the President if they cannot be at a meeting or event. If this person does not have many responsibilities, the President can put them in charge of specific activities or requirements.

Secretary

The Secretary needs to take notes at the meetings and keep track of all the organization’s records. He/she also needs to set up an email list-serve so that people can communicate on a regular basis. They are also in charge of sending out the minutes to the members after the meeting, as well as making any required phone calls.

Treasurer

This person is obviously in charge of the organization’s finances. This officer may set up an account on campus, usually done for free through a university student group service, or have an account through the church. An account set up through the church may be more ideal if your group has officers coming and going each year. This person should also be in constant contact with the fundraising coordinator. Please see the Financing Section for more information.

OTHER RESPONSIBILITIES
(not required by all groups)

Web Page Coordinator:

Responsible for maintaining the organization’s web page and listserv. Must actively maintain the webpage and continuously upload all necessary media.

Community Service Coordinator:

Responsible for locating applicable community service activities and organizing all facets of each activity with the organization. Each organization should participate in community service on some level.
Activities Coordinator:

Responsible for providing various activities for the group and organizing these activities in a suitable manner. A list of activities will be provided later on in this Guidebook. (NOTE: ALL activities must be approved by the Spiritual Advisor in advance.)

Fundraising Coordinator:

Responsible for all fundraising activities the organization partakes in. This person should be in constant communication with the Treasurer. (NOTE: ALL fundraising activities must be approved by the Spiritual Advisor in advance.)

Advertising Coordinator:

Responsible for all the advertising required by the organization. This includes but is not limited to posting flyers, event and activity advertising, and etc.

Food Coordinator:

This person is responsible for organizing any food that will be at the meetings or events. This person should organize a group effort and SHOULD NOT be the sole individual providing food.

Historian/Media Services Coordinator:

Responsible for all of the media (pictures, audio, etc.), documents, forms, etc. to be passed down from one e-board to another.

Hosting Coordinator:

Responsible for welcoming people to meetings and events, & constantly communicating with members and non-members daily.
