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Planning For College Success
Tutoring and Mentoring Program

Making a difference, one child at a time

                    pfcsku@gmail.com

PFCS Vice President of Administration

PFCS VPAs are responsible for the organization, promotion, and maintenance of the PFCS program.  VPAs maintain PFCS volunteer and school contact records, promote the organization, and maintain relationships with contacts and partnership organizations.  These are the primary duties of VPAs.  Other duties may develop during the semester as assigned by the President.

Pre-Program

· Set up staff announcements in clubs and classes at KU

· Coordinate with Student Senate to get ads in UDK

· E-mail clubs, listservs, etc. and make a print copy for records

· Assist with matching volunteers with schools 

· Set-up, staff, and advertise volunteer training sessions

Weekly

· Keep a running list of volunteers and their total hours and absences (provided by assigned school coordinators)

· E-mail volunteers who have missed 2 or more days

Monthly

· Create and send e-mail newsletter to all PFCS Volunteers

· Attend PFCS Staff meeting

Continual Basis

· Check personal e-mail DAILY for news from PFCS

· Work to form and maintain partnerships (KU, Community, etc.)

· Create ideas for and plan projects (for example, social events for volunteers, T-shirts, March to College, Volunteer of the Month, etc.)

· Check gmail account DAILY, respond to e-mail from your contacts

· Update contact list in the gmail account and print copy for PFCS records

· Assist president in handling special requests, late requests, and sign-ups

· Continue coordination for advertising in the UDK

· Publicize PFCS activities to press

· Assist President with other tasks and projects as needed

