Duties of the Officers
President:
· Organize, plan, and implement activities to ensure the continuation and overall success of the chapter. 

· Call meetings of the executive board, chapter members, and delegate responsibilities as needed. 

· Manage planning and implementation of the reception. 

· Meet with other members of the executive board, including the chapter advisor, to determine honorary members. 

Vice President:
· Plan and organize campus awareness. 

· Oversee work of committees formed by the chapter. 

· Assist president in the completion of tasks. 

· Serve as acting president in the absence of the president. 

· Takes on the role as President following the year of being Vice President.  This is an automatic transition.  Vice President for Fall and Spring semester and during the summer duties as President begin until the following Spring semester.

Secretary/Treasurer:
· Record minutes of each executive and chapter meeting and submit copies to officers as well as members. 

· Serve as archivist in absence of the historian. 

· Create attendance sheets to record member participation at all events including general meetings.

Historian:
· Document all correspondence. 

· Maintain yearbook and responsible for completing Chapter Yearbook for submission to National headquarters. 

· Assist other officers as needed. 

· Take pictures at all events and meetings.

Public Relations:
· Design fliers for meetings and events. 

· Coordinate ads and notices in the paper. 

· Do Chalkings for all meetings and events.

· Coordinate phone-calling committees. 

· Place a banner in the Student Union before every major event.
· Maintain membership Awards Program.  

Philanthropy:
· Responsible for arranging all service projects every month.

· Responsible for sponsorship to have food at all general assembly meetings.

· Responsible in having speakers at every general assembly meeting.

Webmaster:
· Maintain and regularly update the web page.
 NOTE:  All officers should be at all meetings and events.  This includes executive meetings that will be held a minimum of once a month.  There are many other events that all officers should participate including: campus awareness and publicity membership drive, new member induction, sophomore/first-year recognition, and officer transition.  Once again, this is just a condensed listing/overview of roles and duties of officers and does not include all details.

