Purdue Student Education Council

Officer Descriptions
(Term: January-January)

Good qualities for officers to have:

· organized

· responsible 

· committed

· patient

· team worker

· leader

· enthusiastic
· honest
President 

Responsibilities

· Plan, schedule, and attends officer meetings (one prior to each meeting)

· Plan, communicate meeting times to members (send reminder emails)

· Reserve meeting rooms with Space Management

· Finds special speakers for meetings

· Make meeting agendas

· Lead meetings

· Leads the Spring Forum and sees that the administration is contacted

· Hold Elections in November

· Oversees that the Purdue Student Education Council Constitution is followed

· Keep morale high

· Attend a monthly Education Organizations Board Meeting

· Sends out potential new member applications in the fall

· Holds interviews for potential new members in the fall

· Attends mandatory workshop offered by BOSO (workshop dates and times are available on BOSO’s Web site)

Vice-President

Responsibilities

· Directly assists the President as needed

· Finds special speakers for meetings

· Ensures that thank-you notes are given to speakers

· Help president make meeting agendas

· Oversee the committees and give guidance

· Oversees that the Purdue Student Education Council Constitution is followed

· Keeps morale high

· Attend a monthly Education Organizations Board Meeting

· Attends officer meetings prior to PSEC meetings

· Holds interview for potential new members in the fall

Secretary

Responsibilities

· Records the minutes of officer meetings

· Records the minutes of general meetings

· Records the minutes of the Spring Forum

· Keeps record of attendance

· Sends out notices of absences

· Finds special speakers for meetings

· Responsible for keeping PSEC bulletin board up to date

· Attends officer meetings prior to PSEC meetings

· Holds interview for potential new members in the fall

Treasurer

Responsibilities

· Keeps accurate account of receipts and expenditures 

· Handle all check requests and deposits 

· Sign all check requests (along with President or advisor)

· Get signature card from Business Office for Student Organizations and return within 5 days after signing and getting signature of president and advisor

· When scholarships are awarded, notify recipient and then go to BOSO and request scholarship form (also available on Web site)

· Attends mandatory workshop offered by BOSO (workshop dates and times are available on BOSO’s Web site)

