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* Positions should be retained by unique individual (No person should take two “*” positions)

Leadership Positions

President *

Vice President *

Volunteer Coordinator *

Fund Development Coordinator *

Campus Relations Coordinator *

Social Chairperson
Education Chairperson
Advocacy Chairperson
High School Outreach Coordinator
Trip Coordinator

Website Coordinator

Newsletter Editor 

Secretary

Treasurer
Committees

Campus Relations

Fund Development

Social

Education

Advocacy

High School Outreach
 
Events
The 2009 Crunchy Chicken Challenge (September)
National Habitat Youth Leadership Conference (October)
Flag the Phog (October)
Kid's Playhouse Design, Build, and Auction (October - April)
Hire A Habitat (November – March)
Habitat on the Hill (Washington D.C., February)
Collegiate Challenge Spring Break Trip (March)
Flapjacks for Philanthropy (March)
Act! Speak! Build! Week (April)
KU Habitat Student Build Days (Monthly, September - May)

Annual Celebration (April)

Speakers at Meetings

So essentially we have 14 spots that are currently being done by nine people, which isn't bad. In this setup, the positions are merely a reflection of work, and one person can do multiple things (like John doing VP and coordinating the trips this year, for example). So, if we had similar filled roles in the future, our officers could conceivably range from 7 to 14 people.
 

In this scenario, we have officers (where some are committee heads), and then we have committees, and then members. I think this could help our members feel more attached and responsible for some aspect of the organization if they want to be more involved, while also spreading around the workload.
Leadership Position  Descriptions
President *
· Provide general supervision of all chapter activities.

· Provide vision and motivation for chapter.

· Work with other leaders to set chapter goals. 

· Delegate responsibilities to leaders. 

· Prepare agendas and facilitate chapter meetings.

· Serve as ex officio member of all committees.

· Coordinate communication between members of leadership team.

· Liaison with Youth Programs and with local affiliate.

· Serve on and attend local affiliate board of directors.

· Convey information to boards of both affiliate and chapter.

· Update each board on ways in which they can partner or support each other on special projects.

Vice President *
· Perform duties of president in his or her absence.

· Oversee all committees of chapter.
· Attend Lawrence Board Meetings in absence of President.
· Plan yearly retreat for officers and board.

Volunteer Coordinator *
· Create and maintain member database.

· Work with campus relations committee to plan and implement membership drives.

· Coordinate new member orientation with education committee.

· Provide member e-mail addresses to Website Coordinator.

· Keep members informed about upcoming volunteer opportunities.

· Collect information about member interests and provide names of members to appropriate committees when volunteers are needed.

· Keep track of member participation in chapter activities. 

· Coordinate membership appreciation strategies.

· Schedule chapter workdays with President with affiliate volunteer coordinator 

· Coordinate volunteer sign-ups for workdays and events
· Make reminder phone calls/texts to volunteers who have signed up.

Trip Coordinator

· Reserve site for Collegiate Challenge by visiting www.habitatyouthprograms.org and contacting the Collegiate Challenge Team.

· Create selection process for participants.

· Act as main contact to host affiliate.

· Work closely with treasurer and fund-raising, education and publicity committees.

· Plan itinerary, logistics and any other details of trip as necessary.

Secretary

· Prepare record and maintain minutes of chapter meetings.

· Authenticate or certify all records of chapter.

· Maintain membership roster.

· Ensure that all necessary forms and permissions from the campus, city or county for chapter activities are obtained and documented.

· Serve as custodian of chapter records.

· Reserve meeting place for all chapter meetings.

Treasurer

· Properly maintain chapter’s financial records. 

· Provide safekeeping of all funds.

· Receive monies due and payable to chapter.

· Deposit all monies in chapter account.

· Distribute funds authorized to be paid by chapter.

Webmaster

· Maintain and update chapter Web page. 

· Maintain e-mail distribution list.

· Check chapter e-mail on regular basis. 

Campus Relations Coordinator *
· Oversee campus relations committee.

· Promote awareness of your chapter’s activities on campus and in the community. 

· Provide resources necessary to promote organization such as fliers, posters, ads or newsletters.

· Write all press releases and act as main contact for media (i.e., newspaper, radio and television).

· Coordinate all media contacts with local affiliate.

· Work with education committee to promote chapter at volunteer fairs and public events.
· Notify members, campus and community of chapter activities.
· Represent the KU Chapter on Lawrence’s Communications Committee

· Oversees website coordinator, newsletter editor
Fund Development Coordinator *
· Oversee fund-raising/development committee.

· Create and implement a fund-raising plan to meet chapter goals.

· Coordinate the chapter’s fund-raising strategies.

· Ensure that chapter adheres to Habitat for Humanity International’s fund-raising policies.

· Establish and coordinate subcommittees needed for fund-raising events.

· Recruit volunteers to participate in and run events.

· Identify local sponsors from whom to solicit donations. 

· Communicate all fund-raising plans to affiliate before implementation.

· Work with treasurer to maintain records of monetary transactions and profits.
· Oversees Hire a Habitat

· Organizes Grant Writing

· Represents the KU Chapter in Lawrence’s Fund Development Committee

· Organizes KU Habitat Alumni Association
Social Chairperson
· Plan and coordinate all chapter social activities.
· Oversees the Social Committee
· Ensure that all new members are welcomed to chapter.

· Facilitate team-building exercises at chapter meetings.
· Coordinates intramural teams
· Coordinates events such as Annual Celebration and Capture the Flag
Education Chairperson
· Oversee education committee. 

· Create and implement a plan for educating your chapter, campus and community about the work of Habitat for Humanity.

· Establish and coordinate subcommittees needed for education events.

· Train chapter members to articulate the mission of Habitat for Humanity and the mission of your chapter.

· Provide orientation for new chapter members.

· Develop partnerships and recruit members through outreach and public speaking engagements.

· Provide an educational component for all chapter activities.

· Facilitate reflection sessions after Habitat workdays.

Advocacy Chairperson
· Oversee advocacy committee. 

· Create and implement a plan for educating your chapter, campus and community the need for affordable housing.

· Establish and coordinate subcommittees needed for advocacy events.

· Coordinate chapter participation in national spring advocacy event through Habitat for Humanity International.

· Provide information to chapter members on local and national issues that affect Habitat and affordable housing.
· Organizes Habitat on the Hill

· Oversees Student Senate Funding at KU
High School Outreach Coordinator
· Oversees the high school outreach committee

· Works with local high school students on volunteer opportunities and collaboration on projects

· Helps recruit high school involvement for events (such as the Crunchy Chicken Challenge)

· Helps collaborate with high schools on involvement and education of Habitat in Lawrence.

Newsletter Editor
· Supports the Campus Relations Committee

· Posts newsletter on two-week basis

· Sends newsletters to webmaster for online posting
