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Planning For College Success
Tutoring and Mentoring Program

Making a difference, one child at a time

                    pfcsku@gmail.com

PFCS President (NSCS Vice President for PFCS)

The PFCS president is responsible for organizing the entire PFCS program, overseeing the PFCS staff and volunteers, communicating with school and community projects and coordinating with the National Society of Collegiate Scholars.  The president is relied upon to ensure the growth and success of the PFCS program as an active, recognized student organization.  These are some of the primary duties of the PFCS president.

Pre-Program

· Work to set up Web site or other sign-up process for schools and volunteers

· Interview/select PFCS staff (1-2 VPAs, 4-5 school coordinators)

· Review evaluations, plan program improvements

· Attend Info Fairs, etc. to attract volunteers

· Inform school contacts of PFCS and how to sign up

· Advertise program start-up

· Delegate duties to VPAs, school coordinators

· See through the completion of tasks given to staff and volunteers 

· Write ads, print materials, training guides, info/agreement sheets, PFCS records, applications, etc.

· Make sure that all volunteers are matched as soon as they are trained

· Set up/staff training sessions with VPAs

· Register with CCO (if not already registered)

Weekly

· E-mail school coordinators with news, thanks, encouragement, etc.

· Keep office hours in the NSCS cubical

· Attend all NSCS Officer Meetings

Monthly

· Plan and host PFCS Staff Meeting

· E-mail school contacts (can be done with VPAs) to keep in touch

· E-mail all PFCS volunteers (make sure things are running smoothly)

· Attend NSCS Officer and General Meetings

Continual Basis

· Oversee all functions of PFCS (see job descriptions for VPAs, School Coordinators)

· Plan for program growth, improvement, success

· Check gmail account (plan on at least 30 mins a day, sometimes more)

· Handle special requests, late requests, etc.

· Work with media to publicize the program in a positive manner

· Work with partnerships 

· Whatever needs to be done, do it!

