Northern Virginia Community College
Alexandria Campus

Tau Nu Chapter Officer Position Descriptions

Phi Theta Kappa International Honor Society

Added Officer Roles Traditional and Non-Traditional

All officer positions are expected to overlap, to some extent, in order to help each other depending on skills and abilities and in the interest of developing a cohesive team of student leaders working toward a common mission. All positions are subject to modifications based on the needs of the chapter.
President*
Focuses on developing short and long-term goals, in cooperation with all officers and advisors, to meet the mission of the chapter and international honor society.  Chairs officer meetings, and votes only in the case of a tie.   Serves as the liaison for the chapter to the campus and college administration, as well as the regional and international organizations.  Responsible for developing an effective, cohesive, motivated team. Prepares and/or reviews correspondence to be sent to all members.
Reports to chapter advisor(s). 
Vice President*

Provides leadership to the all of the coordinator positions by researching the international community service topic, educating the coordinators on goals and objectives, and providing resources and support, as needed, to reach goals. Promotes a spirit of cooperation and fellowship among officers and members. Prepares and/or reviews correspondence to be sent to all members. 

Will keep track of member attendance and rewards program. Be able to act at as interim President in his/her absence. Performs other duties as requested by President.
Proposes leadership training for members, such as chairperson training and prospective officer orientation. Chairs such events if no other member volunteers to do so. Arranges the Officer training session for late April or early May. 

Keeps the President informed on all activities and meets with the President on a regular basis to work on the current events and goals. 

Reports to the Chapter President.
Secretary
Develops meeting agendas, prepares handouts for meetings, records proceedings of meetings, and performs other duties related to correspondence. Records attendance at chapter events and activities on campus and community, to assist the Hallmarks Coordinator in preparation of the Hallmark Awards submissions. Maintains a record of attendance sheets, minutes and other documents. Performs other duties as requested by President. 
Reports to the Chapter President.  
Treasurer
Documents expenses and keeps a record of all chapter financial transactions.  Processes all paperwork for reimbursement of expenses.   Assists in making arrangements for conferences and hotel registrations for regional programs and
international convention.  Places all budget information in the official files of the chapter at the end of the academic year.  Works directly with the Fundraising Coordinator to ensure procedures are followed. In charge of travel forms. 
Reports to the Chapter President.  
Photographer / Historian
· Photographs chapter events and provides photographs to be published by the PR Coordinator and Social Media Coordinator. Creates a chapter photo album to present at the annual regional convention.  
Reports to the Chapter President and Vice President(s).

Webmaster
· Constructs and maintains the chapter’s official website, working with all the coordinators within the chapter. Seeks opportunities to create innovative and interactive programs on the website to attract membership involvement and showcase chapter goals and activities. 
Reports to the Chapter President and Vice President(s). 
Social Media Coordinator
· Maintains Facebook group.
· Keep social media active and updated.

· Works with the Photographer and the PR Coordinator in making the chapter visible on campus. 

Reports to the Chapter President and Vice President(s).  
Marketing Coordinator

· Position only good if short of Officers and have a flexible schedule.
· Does both Webmaster and Social Media along with some Public Relations. 

· Responsible for marketing trifolds graphic design, board decoration, flyers and visual media for recruitment.
CBC Coordinator

Leads and coordinates the CBC project. Maintains dialect and correspondence with the school contacts. Communicates constantly with the parents. Teaches the class or finds someone who can teach the class. Writes emails or flyer to get volunteers. Builds onto the current syllabus of the classes. Works directly with the IT coordinator to develop the class plan and continues to expand the program for future classes. This position may require more responsibility as the program grows. 

Reports to the Chapter President and Vice President(s).

Hallmarks Coordinator
Collects data throughout the year on all activities and accomplishments of the chapter, working directly with all of the Coordinators and Officers, writes the Hallmark Awards applications in December/January, to be reviewed by the faculty advisor, and then submitted to Phi Theta Kappa for award consideration. Checks officer binders once a month to make sure officers are keeping a journal and archives of everything they are planning and implementing as an officer. Hallmarks have to be written by December 10th at the latest to be reviewed by advisors and other officers.  

Qualifications and special skills: Excellent research skills a must, communicates well with others, works well in a group environment, takes instructions well and is self-motivated. 

Willing to participate in most if not ALL activities and meetings, this means almost every Saturday and some weekday event. 

Reports to the Chapter President and Vice President(s).  
Fundraising Coordinator
Develops and creates projects and activities to generate funds for the chapter, to support chapter programs, which may include bake sales, car washes, and other initiatives.  Advertises Phi Theta Kappa and Tau Nu’s fundraisers. Works directly with the Membership Coordinator in recruiting volunteers to assist in 
fundraising. Works directly with the Treasurer, to ensure that all funds are managed properly, following college practices and procedures.
Reports to the Chapter President and Vice President(s).  
Public Relations Coordinator
Promotes the activities and opportunities of the chapter to the campus/college community, through the development of flyers, design and maintenance of the chapter bulletin boards, and submission of articles to the college-wide student newspaper. Works with the Social Media Coordinator to ensure that activities and articles are 
posted on the Tau Nu chapter website and advertised through social media. Provides information to the Historian for the official records of the chapter.

Reports to the Chapter President and Vice President(s).  
Service Coordinator
Oversees the International Service program activities, determining goals and objectives. Coordinates the Adopt-a-Block clean up events. Coordinates Relay for Life initiative. Finds and creates community service project for the chapter to volunteer and participate in. Works with the Better World Books civic engagement project.  Works directly with the Membership Coordinator in recruiting membership volunteers to assist in community service projects.
Reports to the Chapter President and Vice President(s).  
Better World Books Coordinator

Coordinates the Books for Africa civic engagement project.  Collect textbooks from the five bins on NVCC (Alexandria Campus). Places the books in Better World Books shipping boxes and the books are shipped to Better World Books Headquarters in Indiana. Creates, implements and leads events to collect books.

Reports to the Chapter President and Vice President(s).  
Honors Coordinator

Manages the International Honors Study Topic, developing an academic component and working partnerships with campus faculty. Notifies the President, Vice President or membership coordinator of resource needed (volunteers, officers, faculty), particularly as they relate to concerns about deadlines and meeting objectives. Records activities for the Hallmark Coordinator. Coordinates Honors Seminars, these are discussion forums with a moderator or guest speaker. 
Reports to the Chapter President and Vice President(s).  
Fellowship Coordinator

Promotes a spirit of cooperation and fellowship among officers and all members, through activities incorporated into community service and honors 
events, as well as officer and general membership meetings. Develops a recognition system for outstanding contributors.
Reports to the Chapter President and Vice President(s).  
Scholarship Coordinator
Researches scholarship opportunities, through the Phi Theta Kappa website (All-Academic Team, Guistwhite, and Coca Cola) and informs the President and webmaster, procedures and deadlines. Prepares correspondence to be sent to all members. In addition, researches other scholarship opportunities, as appropriate, that may benefit the membership. Creates workshops to inform members how to use Phi Theta Kappa’s scholarship resources such as collegefish and others. Works with the Campus Student Activities Coordinator and advisors to ensure that the process for application is managed effectively. Keeps the President informed on all activities. 

Reports to the Chapter President and Vice President(s).  
Membership Coordinator

Works directly with the President, developing and following the timeline for new membership recruitment, to include the scheduling of orientations and induction ceremonies each semester. Organizes new member recruitment efforts, such as “Phi Theta Kappa Week” activities, works on staffing the event.  Sends out induction ceremony invitations and records confirmations. Updates and maintains the membership email list. Recruits and develops a pool of volunteers, from Phi Theta Kappa membership, as well as non-members (might also include high school students). Manages the volunteers by receiving requests from officers, contacting volunteers, and scheduling assistance as appropriate.

Must be able to check and respond to email on a daily basis as well as remind the President and officers of any upcoming deadlines. This position required someone who is highly organized. 
Reports to the Chapter President and Vice President(s).  
*A member must hold an officer position for at least one semester before running for President or Vice President, or at least be an active member for one semester prior to elections. 
