OFFICER TIPS
Do you want to know how to do a great job, and lead your chapter well? Then check out these tips, which will get you on the right track right away.
President
· Congratulations! You are at the start of an experience that will change you for the better
· It is your job to lead your chapter in all activities
· Make an agenda for each meeting you hold

· Coordinate as a chapter officer team

· Stay in touch with your adviser

· Appoint or arrange for election of other officers

Vice President

· The main responsibility you have is to assist the president
· If the president is not available for a meeting or event, make an effort to attend

· Keep members involved with a variety of events
· You can spice up meetings with icebreakers and other events
· Prepare the Annual Business Report at the end of the year
Secretary

· Your main duty is to take accurate notes at meetings (these are called minutes)
· Feel free to start your minutes from the agenda for the meeting

· Be sure to distribute minutes to officers and to your adviser

· Give minutes to your successor to keep a record
· Prepare an electronic newsletter or e-mail distribution
Treasurer

· Dues payment is your biggest responsibility
· Make sure that members pay early

· Keep in touch with your school financial secretary or similar official

· Arrange for fund collection at fundraisers
· Help coordinate chapter fundraisers and chair fundraising committee

· Help find chapter sponsorships
Reporter

· Promote your chapter in your school

· Make bulletin boards, hang up posters, and write intercom announcements

· In general, your position involves public relations

· Your position includes a responsibility to promote your chapter in the community

Historian

· As an officer, you are expected to keep a record of your chapter’s activities

· Record information about events and meetings

· Consider a scrapbook or other keepsake to keep track of the year
Parliamentarian

· You are in charge of parliamentary procedure for your chapter
· Officers and members may have questions that you can answer
· Keep up to date with the latest formalities
