Officer Position Descriptions ’07-‘08

Officer Duties:

· Follow the code of conduct and encourage others to do the same

· Attend all conferences, events, and meetings (unless excused)

· Help maintain decorum at all meetings 

· Run the sub-committee designated to your position

· Communicate regularly and work cooperatively with advisors and other officers

· Incorporate others’ ideas and be open to suggestions

· Help set up before meetings and clean up after meetings

President
Being president is an honor and it carries many key responsibilities.  The president may assign responsibilities to other delegates and officers, but the president is responsible for what the delegation accomplishes or fails to accomplish.  
Key responsibilities:

· Works closely with the advisors and other officers to schedule meetings and events

· Presides over delegation and officer meetings, making sure that they start and end on time and that they keep focused

· Helps prepare the agenda for delegation meetings with input from the advisors and other officers 
· Ensures that officers and committees are doing their jobs effectively

· Keeps delegates informed about club events

· Strives to involve members in discussions of delegation issues and follows up on their recommendations

· Knows the Y&G story in order to recruit members

· Works with officers to set goals for committees

· Serves as a liaison to high school administration and community leaders

· Knows and uses parliamentary procedure in meetings

· Makes reminder phone calls to other officers 

Vice President
The vice president must be familiar with the president’s responsibilities to he or she can step in and fulfill them whenever possible.  The vice president’s primary role is in bill development.

Key responsibilities:

· Fulfills the duties of the president in his or her absence
· Supervises the recruitment drive for new members

· Works with the advisors to orient new officers and members to their roles and general programming

· Must be an authority on and maintain Code of Conduct

· Reviews Code of Conduct before each conference

· Reads Y&G bulletins and passes on important information

· Runs the bill committee and drafts the bill(s)

· Makes reminder calls to committee members

Treasurer

The treasurer is responsible for managing the fiscal activities of the delegation.  He or she must keep accurate financial records and take the leadership role in fundraising activities.  
Key responsibilities:

· Helps advisors keep accurate records of all income and expenses

· Creates a fundraising committee to organize delegation fundraising events/opportunities
· Takes a leadership role in and attends all fundraising projects

· Informs delegates of upcoming fundraising events, disseminates all details, and takes sign-ups

Secretary
The secretary is responsible for communications and maintaining records with regard to activities, meetings, events, etc.

Key responsibilities:

· Keeps accurate minutes of meetings and reads them at the appropriate time in each meeting

· Keeps the current roster to include names, addresses, and phone numbers

· Maintains records on club member attendance and participation

· Is responsible for official correspondence

· Helps Historian maintain website

· Makes reminder calls to committee members
Chaplain

The Chaplain provides inspiration to the club members and observes the conduct of members to ensure that everyone in the club is being treated with kindness and respect.

Key responsibilities:

· Uses a variety of resources including music, songs, inspirational quotes/thoughts, games, etc. to start each meeting

· Helps to involve all club members in fundraisers and social events during the year

· Works to build and maintain unity within the delegation

· Performs and plans regular icebreakers and team-building activities

· Motivates the delegation and delegates to achieve goals

Historian

The historian is responsible for keeping a record of our year.

Key responsibilities:

· Takes photos (and video, if desired) at every conference and major event

· Creates a slideshow for the end-of-the-year party

· Maintains the delegation website
· Makes reminder phone calls to committee members
