Officers and Responsibilities

Below you will find some suggested guidelines for a few different officer positions for your student organization.  Feel free to adapt, move around or alter as your organization needs.

President

The President of your organization can have any title you wish, but the person is largely responsible for organizing and directing the efforts of the organization.  Your constitution will likely spell out some of the responsibilities for this person, but they also do the following:

· Presides and sets agendas for all meetings of the organization

· Schedules any practices, classes and other activities for the organization

· Obtains appropriate facilities for organization activities

· Prepares and files charter forms to ASWOU

· Is present at most (if not all) organization events

· Maintains frequent contact with organization advisor

· Attends any required or recommended student organization meetings

· Coordinates organization elections

· Represents organization at official functions

· Serves as a role model and representative to the group and how membership should behave and be involved in the group

Secretary

Some responsibilities may include:

· Keeps a record of all members, meetings, and activities of the organization

· Notifies members of all meetings

· Prepares organization calendar of events

· Handles official correspondence with the organization and outside groups or WOU

· Manages organization office space, if appropriate

· Collects organization mail from your Werner University Center box on the Lower Level of the WUC

· Coordinates organization elections

· Creates and distributes agendas for meetings

· Represents organization at official functions

· Serves as a role model and representative to the group and how membership should behave and be involved in the group

Treasurer

The treasurer has perhaps some of the most challenging responsibilities and often takes a keen eye for detail.  Here are some possible responsibilities for the treasurer:

· Keeps all financial records of the organization

· Arranges for payment of all bills and invoices with ASWOU Office Coordinator

· Collects organization dues

· Prepares and submits financial reports to officers and members

· Prepares an annual budget

· Prepares budget to ASWOU for IFC funds (if appropriate for the organization)

· Advises members on financial policies for the campus

· Coordinates any fund raising for the organization

· Represents organization at official functions

· Serves as a role model and representative to the group and how membership should behave and be involved in the group

Vice President

The Vice President’s role is also often defined by the organization constitution and represents the “right hand person” for the President.  Here are some potential responsibilities of this individual:

· Assume duties of President as needed.

· Serves as “ex-officio” member of standing committees or committees may report to the Vice President.

· Plan officer and organizational retreats

· Coordinates organization recruitment efforts

· Provides for closing ceremony or recognition efforts

· Represents organization at official functions

· Serves as a role model and representative to the group and how membership should behave and be involved in the group

The duties of all of these officers are quite flexible and should meet the needs of your organization, not just what is written here.  For more resources, contact the Student Leadership & Activities office.

Questions & Answers
· What are some other officer titles?

Some other officer titles that have been created could be:  Historian, Director of Publicity, Projects Coordinator, Parliamentarian, Social Coordinator, Diversity Coordinator, Communications Director, and anything else you can think of.

· What if officers change mid-year?

Hold elections in the middle of the year, but follow your own group’s constitutional processes, if any.  If you don’t have anything in writing, go off of Robert’s Rules of Order to conduct an election.  Notify ASWOU of any changes in organization officers.

