Officer Job Descriptions

Each Description provides insight to the tasks each officer completes during their term. Each officer may be required to perform duties that are not mentioned. 

Elected Positions in March to be installed in April

President: 

· Have overall responsibility for the operation of the Panhellenic Association.

· Call and preside at all regular and special meetings of the San Diego State Panhellenic Association.

· Coordinate arrangements for informal judicial conferences and Judicial Committee hearings.

· Call and preside at all meetings of the Sorority Presidents (Sigma Alpha Phi).

· Review, approve and sign all Panhellenic Association checks and contracts involving the San Diego State University Panhellenic Association.

· Serve as member ex-officio of all Panhellenic Association committees with voice but not vote.

· Serve as a member of the Associated Students Center for Fraternity and Sorority Life Advisory Board or appoint a designee.

· Serve as a member of the Community/Fraternity Relations Committee or appoint a designee.

· Serve as a member of the Community Relations Sub-Committee of the College Area Community Council or appoint a designee.

· Attend All College Area Community Council meetings as the Panhellenic Association representative or appoint a designee.

· Plan and coordinate Unity Night in the fall semester.

· Coordinate the fall and spring Panhellenic officer elections.

· Reside off campus with the Executive Council and the Sigma Rho Chis during formal Fall Recruitment, carrying out appropriate functions, to include coordinating and presiding at all judiciary complaint proceedings.

· Live in San Diego during the summer to coordinate Panhellenic activity planning, if possible.  Otherwise, reside in San Diego as of August 1 to prepare for formal Fall Recruitment.

· Report to the Panhellenic Advisor and Greek Life Coordinator and as required to the National Panhellenic Conference Area Advisor.

· Maintain a complete and up-to-date President's file.

· Train her successor.

· Remain in an advisory capacity for two months after her successor takes office.

· Perform all other duties pertaining to this office.

Vice President:

· Perform the duties of the President in her absence, inability to serve, or at her call.

· Be responsible, along with her IFC counterpart, for the coordination of speakers, travel, lodging and other necessary arrangements for the Greek Retreat.

· Be responsible, along with her IFC counterpart, for the arrangements of New Member Education Programs (Aztec New Member Series).
· Be responsible, along with her IFC counterpart for each semester’s philanthropy code of conduct contracts.

· Oversee Junior Panhellenic, serving as their advisor and the liaison between Junior Panhellenic and the Panhellenic Executive Board  
· Reside off campus with Executive Council and the Sigma Rho Chis during formal Fall Recruitment carrying out appropriate functions, to include planning and coordinating potential member orientation under the direction of the Recruitment Director.

· Reside in the San Diego as of August 15, or at the request of the Recruitment Director to prepare for formal Fall Recruitment.

· Maintain a complete and up-to-date Vice President's file.

· Chair a committee to coordinate the Spring Greek Awards banquet to be held on campus.

· Remain in an advisory capacity for two months after her successor takes office.

· Perform all other duties usually pertaining to this office.

· Plan and facilitate Panhellenic delegate and junior delegate training at the beginning of the calendar year for new officers.

· Train her successor.
Secretary:

· Be responsible for keeping Panhellenic files, rosters and directories up-to-date and accurate.

· Take minutes and attendance at all meetings of the Panhellenic Council.

· Type and distribute the minutes for all meetings of the Panhellenic Council. 

· E-Mail Panhellenic Council minutes to Chapter delegates, Panhellenic Executive Board and NPC Advisor on a weekly basis.

· Work with the Treasurer in coordinating travel arrangements for the Executive board and the Panhellenic Advisor when needed.

· Be responsible for all correspondence by the Panhellenic Association.

· Bi-annually review the Constitution, Bylaws and Standing Rules and make recommendations to the Panhellenic Council for amendments.

· Reside in San Diego as of August 15 or at the request of the Recruitment Director and be responsible for recruitment data entry.

· Reside off campus with the Executive Council and the Sigma Rho Chis during formal Fall Recruitment carrying out appropriate functions, to include assisting the Panhellenic Advisor with data entry during formal Fall Recruitment.

· Maintain a complete and up-to-date Secretary’s file.
· Maintain and update the information presented on the Panhellenic website including, but not limited to:

i.
Officer profiles

ii.
 Event calendar

iii. Photo gallery

iv. News

· Collaborate with the necessary Panhellenic Executive officers and advisor to provide 
information for the following sections:

v.
VP Information

vi. Associated Students

vii. Sports

viii. Risk Management

ix. Activities/Philanthropy

x.
 Public Relations

xi. Recruitment

xii. Scholarship

· Communicate with Panhellenic officers the necessary information to update their personal profiles and assist in transitioning new officers to update their officer profiles.

· Update necessary information on website for Fall Recruitment.
· Train her successor.

· Remain in an advisory capacity for two months after her successor takes office.

· Perform any other duties usually pertaining to this office.
Treasurer:

· Be responsible for the general supervision of the finances of the San Diego State University Panhellenic Association.

· Be responsible, along with the President, Recruitment Director and Panhellenic Advisor, for the presentation of the Panhellenic Council and Recruitment account budgets for the following semester by the twelfth week of the current semester.  Following the approval by the Panhellenic Council, the Treasurer is responsible for providing a copy of the budget to each Panhellenic Association member fraternity. 

· Receive all payments due to the Panhellenic Association, including recruitment fees and dues, and issue receipts accordingly.

· Be responsible for the prompt payment of all bills due by the Panhellenic Association.

· Sign all Panhellenic Council and Recruitment account checks and be responsible for the counter-signatures.

· Submit a complete financial report at the end of each month to the Panhellenic Council.

· At the close of her term in office, submit an audit report to the Panhellenic Council.

· Live in San Diego during the summer, if possible.  Otherwise reside in San Diego as of August 15, or at the request of the Rush Director to prepare for formal Fall Recruitment.

· Reside off campus with the Executive Council and the Sigma Rho Chis during formal Fall Recruitment, carrying out appropriate functions under the direction of the Recruitment Director, to include coordination of the Finance Seminar

· Maintain complete and up-to-date financial records as part of her Treasurer’s file.

· Train her successor.

· Remain in an advisory capacity for two months after her successor takes office.

· Perform all other duties usually pertaining to this office.
Judicial Director:

· Be responsible for maintaining the Panhellenic facebook Profile.

· Assign Panhellenic executive officers to view and monitor one sorority throughout each semester according to Panhellenic facebook regulations.

· Enforce sanctions or fines for facebook violations.

· Give presentations on Panhellenic judicial procedures not limited to the following events:

a.
Symposium

b.
Necessary Recruitment meetings

· Uphold necessary duties in judicial procedures during recruitment periods and throughout the entire officer period.

· Be responsible for the tasks and execution of Article V. Judicial Committee.

· Work closely with the Recruitment Director, Assistant Recruitment Director, President, and Advisor as a member of the Recruitment Team to plan and execute Fall Formal Recruitment.

· Reside in San Diego during the summer in preparation for formal recruitment.

· Reside off campus with the Executive Council and Sigma Rho Chi’s during formal Fall Recruitment carrying out appropriate functions, to include assisting the Panhellenic Advisor with data entry during formal Fall Recruitment.

· Train her successor
·  Remain in an advisory capacity for two months after her successor takes office.
Scholarship Director:

· Be responsible for all scholarship reports, awards, and programs including the coordination of the scholarship portion of unity night each semester.

· Serve as the Panhellenic Association Liaison to the Order of Omega and Gamma Sigma Alpha Honor Societies announcing all meetings and events relating to the organizations.

· Be responsible for faculty relations and related campus awareness events.
· Meet with scholarship chairwomen of chapters on Panhellenic scholarship probation to help them to strengthen their scholarship programming and review Academic Improvement Plan

· Plan and conduct a scholarship workshop each semester with chapter scholarship chairwomen to assist them with sharing ideas and support.

· Be responsible for collecting chapter scholarship reports of chapter scholarship programs.
· Reside in San Diego as of August 15, or at the request of the Recruitment Director to prepare for formal Fall Recruitment.

· Reside off campus with the Executive Council and the Sigma Rho Chis during formal Fall Recruitment.

· Maintain a complete and up-to-date Scholarship Director's file.

· Train her successor.

· Remain in an advisory capacity for two months after her successor takes office.

· Perform all other duties usually pertaining to this office.

Risk Management Director:

· Co-chair (with IFC) the SDSU chapter of GAMMA.

· Call and preside at all meetings of GAMMA.

· Coordinate arrangements for the intra-chapter social monitoring of events

· Work with the president to coordinate informal judicial conferences arising from reported violations.

· Be responsible, along with her IFC counterpart, for planning and delegating the necessary tasks for a minimum of two GAMMA sponsored events each semester.

· File and report necessary correspondence with the national chapter of GAMMA.

· Attend the annual meeting of Bacchus/Gamma.

· Reside off-campus with the Executive Council and Sigma Rho Chis during formal Fall Recruitment carrying out appropriate functions, to include working with the Assistant Recruitment Director in the performance of nightly compliance checks in regards to the signed Sigma Rho Chi/PH recruitment contracts.

· Maintain a complete and up-to-date Risk Management notebook.

· Plan and co-facilitate yearly GAMMA training and retreats.

· Plan and coordinate Risk Management speakers each semester.

Sports Director:

· Be responsible for organizing and informing chapters of Intramural activities.

· Be in contact with the necessary representatives of the ARC to complete paperwork and be informed of updates/changes with Intramural Activities.

· Choose or conduct a survey from all chapters to approve the specific Intramurals activities each semester.

· Be responsible for attending and overseeing all Intramurals games and reporting incidents of defiance of the Student Code of Conduct.

· Be available to monitor athletic activities on both philanthropy weekends during each semester.

· Maintain a complete and up-to-date folder of Intramural activity records but not limited to the following:



a. Chapter sports representatives contact information



b. Tournament information



c. Scores and placements

· Announce Panhellenic intramurals placements at Unity Night each semester.

· Train her successor.

· Remain in an advisory capacity for two months after her successor takes office.

· Perform any other duties usually pertaining to this office.

· Reside in San Diego as specified for recruitment Training and Formal Recruitment

· Activities before and during the fall semester.

Activities Director:

· Coordinate and facilitate all Panhellenic programs and activities.

· Co-Chair the Greek Week Committee, in conjunction with the IFC Activities Director, including co-signing Greek Week checks.

· Submit all contracts for the President's signature and maintain a complete record of all contracts.

· Seek philanthropy and community service opportunities to report to chapters and assist in programming.

· Work with A.S. and the A. S. Liaison to promote Homecoming and Spring activities.

· Be responsible for the distribution and collection of the Standards of Excellence Trophy applications/evaluations during the fall semester.

· Appoint committees when necessary and report on their progress.

a. With such committees, she shall present any new business to the Panhellenic Council in meeting minutes, which will be voted on one week after. 

· Reside in San Diego as of August 15, or at the request of the Recruitment Director to prepare for formal Fall Recruitment.

· Reside off campus with the Executive Council and the Sigma Rho Chis during formal Fall Recruitment, carrying out appropriate functions.

· Maintain a complete and up-to-date Activities Director's file.

· Remain in advisory capacity for two months after her successor takes office.

· Perform all other duties usually pertaining to this office.

· Head a committee to coordinate the Spring IFC/Panhellenic banquet to be held off campus.

Public Relations Director:

· Be responsible for Panhellenic Council publications and public relations.

· Announce the events of the San Diego State University Panhellenic Association to the campus community and to the community at large.

· Attend all Interfraternity Council meetings as the Panhellenic liaison or appoint a designee.

· Serve as the Panhellenic representative to and serve on the editing staff of the joint IFC/PH publication, Greekline.

· Be responsible for sister sorority pairings, collect sister sorority reports and 
arrange for selection of sister sorority award winners.

· Serve as the Panhellenic Association Liaison to the Rho Lambda Honor Society announcing all meetings and events relating to the organization.

· Reside in San Diego as of August 15, or at the request of the Recruitment Director to prepare for formal Fall Recruitment.

· Reside off campus with the Executive Council and the Sigma Rho Chis during formal Fall Recruitment, carrying out appropriate functions.

· Be responsible for the coordination of the potential member orientation slide show under the direction of the Recruitment Director.

· Maintain a complete notebook of flyers, publications and articles as part of the Public Relations Chairwoman's file.

· Maintain an organized file of Panhellenic slides.

· Train her successor.

· Remain in an advisory capacity for two months after her successor takes office.

· Perform all other duties usually pertaining to this office.

A.S. Liaison:

· Attend all Associated Students Council meetings where she will have a vote.

· Act as a Liaison between A.S. and Panhellenic

· Prepare any documents or presentations that may be needed by A.S. to maintain our Panhellenic seat.

· Hold a board position or sit on a committee that is designated by A.S.

· Fulfill any other obligation required by A.S. 

· Be responsible for educating newly elected AS chapter liaisons from existing Panhellenic Chapters about the Associated Students Organization, including but not limited to:

a.
Conducting an orientation at the beginning of the fall semester, showcasing the A.S. infrastructure, programs and services, duties, and benefits of the Associated Students Organization.

b.
Overseeing A.S. chapter delegates meetings established at the beginning of the fall semester.

· Reside in the San Diego as of August 15, or at the request of the Recruitment Director to prepare for formal Fall Recruitment.

· Reside off campus with Executive Council and the Sigma Rho Chis during formal Fall Recruitment.

· Perform all other duties usually pertaining to this office.

· Work with A.S. and the Activities Director to promote Homecoming and Spring Fiesta activities.

· Train her successor. 

Elected Positions at the end of the Fall Semester

Recruitment Director:

· Be qualified for office through participating in Fall Recruitment as an active or Panhellenic Officer.  Further, the Recruitment Director shall know and follow the Standing Rules for Membership Selection and the NPC Unanimous Agreements and any other rules that directly or indirectly relate to recruitment.
· Plan, evaluate, and report on Fall Formal recruitment and continuous open bidding.


a.  
Define objectives for recruitment with the help of the Panhellenic Advisor and the Executive Board.



b. 
Propose the type of parties, dates of recruiting, duration of parties, registration fees, Standing Rules for Membership Selection and other facets of recruitment to the Panhellenic Council or the Panhellenic Recruitment Committee (as appropriate) for approval.  In formulating these proposals, consult with the Executive Board and/or the Panhellenic Advisor.



c.  
Assist the Panhellenic Advisor with the invitation and bid-matching procedure. 

· Be responsible for the supervision of the Recruitment Counselor Coordinator (Assistant Recruitment Director), including selection, training, direction and evaluation of all Sigma Rho Chis.

· Develop and delegate a marketing plan along with Public Relations Director aimed at recruiting women into the formal recruitment process.  This will include, but is not limited to:



a.  
Design recruitment publications to attract interest in the sorority community.



b.  
Coordinate the securing of sponsorships for recruitment activities.



c.  
Design printed material for potential members.



d.  
Design all print advertising. (Daily Aztec, Community College Ads)

· Coordinate Panhellenic involvement in Continuous Open Bidding when necessary.

· Coordinate recruitment finances with the Panhellenic Treasurer, including the recruitment budget, income, expenditures, and chapter fee schedules during the finance seminar.

· Meet weekly with chapter recruitment chairwomen (Panhellenic Recruitment Committee) during the spring semester, to plan formal Fall Recruitment.

· Invite all chapter presidents, recruitment chairwomen, recruitment advisors, and Panhellenic Council members to a recruitment evaluation meeting within one (1) month after Fall Formal recruitment ends.  Take notes for her successor on their recommendations.

· Make a report to the Panhellenic Council at a meeting during the fall semester, summarizing recruitment results and recommendations for the next year. Ensure all chapter Presidents and Vice Presidents of Membership are aware of this report so they can attend.

· Maintain a complete and up-to-date Recruitment Director's file.

· Live in San Diego during the summer and work in the Panhellenic office an average of ten (10) hours per week to coordinate recruitment registrations for fall. Report illness and vacations to the Panhellenic Advisor, to whom supervision is delegated for the summer break.  Make arrangements to delegate responsibilities during absences.

· Reside off campus with the Executive Council and the Sigma Rho Chis during formal Fall Recruitment carrying out appropriate functions, to include assisting the Panhellenic Advisor with data entry during formal Fall Recruitment.

· Order and design with the recruitment chairs for the other councils, GO GREEK shirts for all chapters, if the chapters see fit to order them, Sigma Rho Chi’s and the Panhellenic Executive Board.

· Train her successor.

· Remain in an advisory capacity for two months after her successor takes office.

· Perform all other duties usually pertaining to this office.

Assistant Recruitment Director:

· Work with the Recruitment Director and Panhellenic Advisor to organize Sigma Rho Chi selection, interview applicants and notify those selected.

· Make arrangements and reservations for the recruitment counselor training retreat prior to fall formal recruitment.

· Keep recruitment counselors informed of recruitment plans during the summer.

· Prepare recruitment counselor notebooks.

· Help organize potential member groups.

· Live in San Diego during the summer to prepare for recruitment.

· Devote 5 hours a week to working in the Panhellenic office during the summer.

· Reside off campus with the Executive Council and the Sigma Rho Chis during formal Fall Recruitment carrying out appropriate functions, to include assisting the Panhellenic Advisor with data entry during formal Fall Recruitment.

· Maintain a complete and up-to-date Recruitment Counselor Coordinator’s file.

· Train her successor.

· Remain in an advisor capacity for two months after her successor takes office.

· Coordinate recruitment informational, advertising and outreach programs at high schools and on the SDSU campus including academic orientation.

· Attend Recruitment Committee meetings.

· Assume responsibilities and duties of Recruitment Director when she is unavailable.

· Create a calendar in advance for the Recruitment Counselors to help with all outreach programs.

· Perform any other duties usually pertaining to this office.
