

ROLES OF THE EXECUTIVE BOARD MEMBERS 

PRESIDENT:

Leads the board and general meetings 
Books rooms for meeting locations
Coordinates and organizes events
Responsible for the interview process
Keeps the official record of prospective member attendance, interview sign-up, and t-shirt / cord orders 
Main liaison to Emily for the chapter
Delegates tasks to other officers 

VICE PRESIDENT:

Keeps their eye on the ball; helps the president and makes sure nothing is forgotten
Updates the “What I Wish I Knew” pamphlet 
Sends weekly reminder e-mails on Sundays to the exec board about upcoming events and any other important information 
Maintains the Tau Sigma supplies located in the locker 
[bookmark: _GoBack]Mostly their job is to just help the president with whatever they need

SECRETARY:

Writes and publishes meeting notes
Sends out reminder e-mails about meetings and events 
Maintains e-mail lists of interested prospective members and current members 
Creates sign-ups for events on signupgenius 
Historian / Takes photos 

TREASURER:

Attends treasurer training to learn about handling money
Keeps track of funds
Signs reimbursement forms 
Organizes funds for events such as the induction ceremony 

PUBLIC RELATIONS OFFICER:

Recruits incoming members 
Maintains the Facebook and MyUMBC groups (publishes info & reminders about events, accepts new member requests, etc)
In charge of making and obtaining t-shirts, posters, flyers, or any other promotional materials 
Works with Common Vision to create an iNET ad for Tau Sigma to get more prospective members 


** These are the general responsibilities for each position, but keep in mind that other responsibilities may come up, or they can shift depending of exec board members’ strengths and interests 

** All officers are expected to participate in meetings and events, help with new member interviews, and take part in the induction ceremony 

