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UNIVERSITY PROGRAM COUNCIL

EXECUTIVE BOARD POSITION DESCRIPTIONS

GENERAL RESPONSIBILITIES FOR ALL EXECUTIVES:

           TIME COMMITMENTS:
· Attend weekly Executive Board meetings.

· Attend all General Body Member (GBM) meetings.

· Hold a minimum of three office hours per week, Monday-Friday between 8 AM and 5 PM, which include:

· Weekly meetings with respective co-chair or independently if in an individual position. 

· Weekly meetings with the faculty and/or graduate advisers.

· Weekly meetings with respective vice chairs.

· Attend at least one Vice Chair meeting per academic quarter.

· Attend all UPC-sponsored and co-sponsored events.

· Attend all UPC leadership events and retreats.

Other Executive Chair Responsibilities:

· Operate using consensus for all major decision-making regarding UPC.

· Support fellow board members by attending all UPC sponsored and co-sponsored events, including UPC Awareness Days.

· Check personal email and UPC voicemail daily to maintain an open line of communication at all times.

· Notify fellow board members of any conflicts or absences regarding events, meetings, and scheduled office hours.

· Work collaboratively with the Treasurer to log as receipts, request checks and cash, and tracking budgets.

· Assist other executive and vice chair members in the execution of their events and/or promotions if necessary.

· Keep an organized record of each event including the planning process, receipts, reimbursements, etc. on file in the UPC office and log all files..

· Support Membership chair with General Body Member recruitment and development.

· Utilize General Body Members and Vice Chairs in all aspects of programs.

· Train Vice Chairs and General Body Members through one-on-one and committee meetings in order to develop their leadership capabilities.

· Facilitate GBM committee meetings as needed.

General responsibilities of the administrative team:

· Meet weekly with the graduate and faculty advisers.

· Work together to prepare and present annual Student Activities Commission (SAC) Funding Proposal. 

· Promote teamwork and community within the organization.

· Support all Executive Chairs, Vice Chairs, and GBMs by offering help when needed.

· Review organization progress each quarter and submit quarterly and annual reports to the advisers. 

· Develop written processes and policy development.

PRESIDENT

POSITION DESCRIPTION
· Facilitate and lead weekly Executive Board meetings.

· Act as the executive advisor to the vice chairs by attending vice chair meetings and holding one-on-ones when needed.

· Develop leadership experiences for the Executive and Vice Chair Boards, in conjunction with the Executive Vice Chair.

· Develop special committees and appointments.

· Review and update the UPC constitution yearly or as needed.

· Maintain and update position descriptions and tasks.

· Lead annual goal setting and action plan development conversations.

· Organize leadership and new member retreats with the help of the adviser(s).

· Handle any conflict resolution on the Executive and Vice Chair Boards.

· Charge the yearly Executive Selection Committee and oversee the selection process.

· Serve on external committees, such as the Council of Student Leaders, or appoint an Executive Board member to represent UPC.

· Act as primary spokesperson for the organization on organizational issues.
· Research and participate in conferences at Ohio University and external venues that would benefit the organization.
VICE PRESIDENT

POSITION DESCRIPTION

· Attend all Communications Team meetings to oversee their progress and develop appropriate recognition programs.

· Approve all design work including (but not limited to) posters, handbills, and print ads.

· Oversee the Vice President vice chair in the development of a yearlong recruitment, retention, and leadership development plan for the GBMs. 

· Organize quarterly socials.

· Coordinate UPC Awareness Days with the help of the Communications Team.
· Coordinate UPC participation in recruitment programs such as the Student Involvement Fairs.

· Serve as the contact for the UPC Alumni Network and a database of all past executive chairs. Send out an alumni newsletter each quarter.

· Plan and execute the annual UPC Alumni Social every Homecoming weekend.

· Update the alumni and internship binders annually.

· Research and involve UPC in community service opportunities.
· Work with graduate adviser to implement professional development for executives, vice chairs, and general body members.

· Oversee application process for all applicable awards offered by Ohio University and outside sources.

· Review organization progress each quarter and submit quarterly and annual reports to the adviser(s) with President and Treasurer.

· Organize quarterly and yearly recognition programs such as Senior Send-Off or nominate someone else to do so if the Vice President is a senior.

· Act for the President in his/her absence, and assist the President in the administration of executive duties.

TREASURER

POSITION DESCRIPTION

· Maintain all transactions for the UPC account.

· Maintain organization’s P-Card account.

· Keep binders of voucher and deposit slips.

· Coordinate budgeting process each quarter.

· Invoice cooperating organizations.

· Balance and provide a report on the budget every quarter.

· Prepare annual budget report.

· Establish charge/credit accounts with local vendors and maintain a directory of these accounts.

· Explore new ways to improve communication of financial material.
· Keep UPC updated on what is going on with other organizations sponsored by the Student Activities Commission (SAC) in the form of a weekly report of their events.
· Review organization progress each quarter and submit quarterly and annual reports to the adviser(s) with President and Vice President.

· Coordinate assessment of all UPC-sponsored events by collecting relevant logistical information.
· Represent UPC by serving on the Student Activities Commission (SAC) and attending all SAC meetings.

General responsibilities of the communications team:
· The Communications Team will be comprised of the Vice President, the Public Relations and External Communication executive, and the Creative Team executives.

· The Communications Team will meet at least weekly.

· Meet with programmers during the Communications Team meetings to discuss a promotions plan for each event. 

· Create an annual promotional awareness plan for UPC and actively seek new ways to promote the organization.

· Develop cohesive communications initiatives by collaboratively working together on promotions.

· Plan and execute UPC Awareness Day at least once per quarter, preferably prior to many of that quarter’s events.

· Decide on necessary promotional materials for UPC in general and charge Creative Team to design and order.

PUBLIC RELATIONS AND EXTERNAL COMMUNICATIONS
POSITION DESCRIPTION

· Work with the Vice President to develop the annual membership campaign. 

· Serve as the primary spokesperson and liaison between UPC and the Ohio University community (student organizations and departments) in order to streamline collaborations. 

· Work with other members of the communications team to develop cohesive communications initiatives and implement one new marketing idea per quarter.
· Collect all print ads, posters, radio ads and promos, and press releases and maintain an annual clip book of all these materials.

· Maintain positive and open working relations with all Ohio University and Athens community media.

· Research and write a complete press release and press conference invitation for each UPC event, as well as coordinate press at all events.
· Invite administrators, university officials, student organizations, and other VIPs to events by means of a formal invitation.

· Set up the UPC promotions table, banner, and slideshow at all appropriate events.

· Promote events through the OU cable channel, special weekend brochures, and the UPC voicemail hotline (update/change each Monday).

· Maintain a media list of all services available (addresses, phone, and fax lists).

· Coordinate all promotional efforts for UPC and its events. This includes but is not limited to, charging handbill sign-ups, assigning poster routes, organizing graffiti wall painting, and reserving and making College Gate banners, Follett’s window displays, and dining hall table tents.
· Coordinate the showing of the UPC slideshow at all applicable events, and update it on a regular basis, including the addition of slides from other organizations in need of promoting their events.

CREATIVE TEAM
CO-CHAIR POSITION DESCRIPTION

· Design creative and informative advertisements about any and all UPC events in a variety of formats.

· Be aware of the UPC calendar in respect to when advertisements must go out to the public.

· Work with all UPC executives to design graphics for events as well as coordinate advertising in all publications, including The Post.

· Create graphic identity for each event to create cohesive promotions.

· Order ads and track yearly Post budget.

· Maintain regular communication with representatives from local media outlets, including but not limited to The Post, the Athens News, the Athens Messenger, Printing Resources, Crestline and University Tees.

· Design and order all UPC promotional materials as agreed to by Communications Team.
· Update and maintain the Web site weekly, and daily if necessary.

· Work with other executives to ensure detailed information about all events and meetings is provided on the Web site.
· Design and order all electronic promotions, including but not limited to, Baker Center displays, Ohio University Student Web site slideshow, Baker Computer Lab mouse pads, and Facebook ads.

· Update the Ohio University Calendar of Events with all UPC events. 

· Collaborate with the Vice President to keep the GBM Web site an informative and useful place that all members can use as reference about UPC.

· Constantly look for information to provide on the Web site that will benefit our audience. 

· Update and reformat the Web site often to make sure it is both attractive and useful.

General responsibilities of ALL PROGRAMMING CHAIRS:
· Meet once a week with the President and/or faculty or graduate adviser.
·  Collaborate with the Communications Team to create a promotions plan for each event.

· Maintain close working relationships with the Office of University Events, Baker Center Administration, and the Memorial Auditorium Staff during shows.

· Maintain ongoing relationships with agents and regional promoters.

· Work cooperatively to develop and plan programs with other student organizations and academic departments and plan at least one collaborative event per year.
· Plan at least one series of three or more events with a common theme per year (except University Events chairs).

· Assist other programming chairs in the production of their events as needed.

· Keep an organized record of each event including the planning process, receipts, reimbursements, etc. on file in the UPC office and log all files.

UNIVERSITY EVENTS

CO-CHAIR POSITION DESCRIPTION
· Plan or coordinate events taking place during all family weekends and special weeks, including: Opening Weekend, Homecoming, Winter Parents, Dads, Sibs, and Senior Week.

· Keep UPC informed of all university-sponsored events during these special weeks/weekends.

· Plan all aspects of Rise ‘N’ Shine with the ‘Rents on Fall Parents Weekend.

· Plan all aspects of Moms Walk for a Cure on Moms Weekend, including establishing a Moms Walk committee, usually referred to as the Think Pink Committee.

· Create and discuss the possibility of other university events.

· Strive to enhance and improve upon established university events and community relations. 

LIVE ENTERTAINMENT
CO-CHAIR POSITION DESCRIPTION
· Program musical performances for a diverse population of the Ohio University community (i.e. ethnicity, gender, etc.), as well as program for diverse musical interests.
· Plan and implement lectures with an educational component.

· Program local/regional acts outside of the music variety, for a diverse population of the Ohio University community (i.e. ethnicity, gender, etc.).

· Maintain current knowledge of the various components of the entertainment industries by doing daily research, surveys of students, and talking to agents.

· Book and coordinate regular performances in size-appropriate venues.

SPECIAL EVENTS

CO-CHAIR POSITION DESCRIPTION
· Implement new and creative program ideas throughout the year.

· Coordinate all trips made outside Ohio University’s campus.

· Programs can be a wide range of types such as, interactive programs, creative events series, and themed, weeklong programming etc.

· Maintain current knowledge of the various components of the special events programming and pop culture by doing daily research, surveys of students, and talking to agents.
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