Roles and Responsibilities of Chapter Officers




Faculty Advisor 
The degree of involvement of the faculty advisor will depend on the chapter’s needs. In the first year of growth, considerable involvement is anticipated.  However, in a year with strong student leadership, less will be demanded of the advisor. The advisor will need to be present at meetings and give help when asked. 

· Assist the collegiate chapter, if necessary, with initial startup.  This may include guiding the bylaws process and assisting with initial meetings to ensure appropriate format

· Guide the chapter in the development of professional business-like procedures, and meeting content (this includes using Robert’s Rules of Order)

· Keep on file a list of all collegiate chapter members. 

· Provide a central file for official materials

· Provide a location for chapter members to obtain mail, reports and information sent from AFP

· Attend as many campus chapter meetings as other responsibilities permit

· Identify professionally oriented programs for chapter meetings

· Notify the president of the local chapter of AFP or designated representative of important events within the chapter, as well as concerns, problems and any issues that affect the chapter’s performance. 

Professional Advisor 

The professional liaison to the collegiate chapter has a central and critical role. The liaison forms a vital link and conduit of information between the professional chapter and the collegiate chapter. Duties of the professional chapter liaison include, but are not limited to:

· Contacting the faculty advisor and the collegiate chapter president.  Creating a communications link to keep them abreast of happenings within the professional chapter

· Keeping the professional chapter informed of events and needs of the collegiate chapter 

· Providing mentorship and guidance to collegiate chapter initiatives and strategic development of the collegiate chapter

· Acting as a backup for information coming from the local chapter of AFP

· Offering guidance with program ideas

· Planning one or two professional chapter meetings in conjunction with the collegiate chapter

President

· Chief elected officer of the chapter, shall preside at all meetings of the chapter and shall be an ex‑officio member of all committees.  

· Conducts all business meetings using the parliamentary authority chosen by the chapter.  Robert’s Rules of Order serves as the parliamentary authority for the Association.

· Responsible for all chapter business.  

· Ensures decisions, orders and resolutions of the Board of Directors are delegated and carried out, and that all required correspondence and reports are transmitted to AFP IHQ on a timely basis. 

· Call special meetings as necessary

· Conduct the business of the chapter in consultation with the faculty advisor 

· Make a special study of the chapter’s bylaws and see to the proper application of the bylaws in all chapter business and to the enforcement of the bylaws when necessary

· Be knowledgeable about and aware of all the business conducted by the chapter

· Ensure that Chapter Accord requirements are completed and have been filed with AFP IHQ

· Serve as an ex-officio member on all committees

· Prepare the agenda for all regular meetings and the Annual Meeting

· Turn over to the successor all chapter records and/or property immediately upon completion of term or resignation prior to completion of term

President-elect 

· Has authority as and assume the full duties of the President in case of her/his absence.  

· Be acquainted with all the duties of the President and other officers

· Be acquainted with the chapter’s bylaws and operating procedures

· Chair at least one Board Committee

· Be familiar with the duties of all committees

· Act as liaison with the committees, Board of Directors and AFP IHQ, as requested by the President

· Perform duties as assigned by the President

· Turn over to the successor all chapter records and/or property immediately upon completion of term or resignation prior to completion of term. 

Secretary 

· Prepare and distribute accurate minutes of all meetings of the chapter and Board of Directors.  Minutes of committee and member meetings shall be recorded if directed by the Board of Directors;

· Assure all meetings and other notices are duly given in accordance with the bylaws 

· Prepare correspondence at the direction of the President and/or Board of Directors

· Maintain chapter files of correspondence and program materials.  A permanent file shall be maintained to house founding documents as well as updated copies of Bylaws, Chapter Affiliation Agreement, etc.  Provide copies of the latest versions of these documents to all officers

· Other duties as assigned by the President and/or Board of Directors

· Turn over to the successor all chapter records and/or property immediately upon completion of term or resignation prior to completion of term

Treasurer

· Maintain all financial records, collect debts, make payments as authorized by the Board of Directors;

· Provide the President with financial information needed from chapter records for the annual report

· Maintain the chapter’s financial recording system and recommend improvements as necessary

· Ensure the monthly chapter reimbursement AFP IHQ and all other chapter receipts are appropriately deposited in a timely manner 

· Assist in preparation of the annual budget and monitor chapter expenditures;

· Record checks and invoices from AFP IHQ in a timely manner;

· Prepare financial statements

· Turn over to the successor all chapter records and/or property immediately upon completion of term or resignation prior to completion of term

Membership Chair
· Prepare and execute a membership recruitment and retention plan

· Develop a program to welcome new members and encourage their participation in chapter activities

· Report to the Chapter President, Board of Directors and membership at regular intervals

· Prepare and execute a membership recruitment and retention plan

· Promote diversity in membership

· Follow up on any membership-related correspondence received from AFP IHQ 

· Keep the membership roster continuously up to date and provide AFP IHQ with any address corrections or discrepancies

· Develop a program to welcome new members and encourage their participation in chapter activities

· Turn over to the successor all chapter records and/or property immediately upon completion of term or resignation prior to completion of term. 

Education/Program Chair
· Develop programs that respond to the educational needs of chapter members and other interested students 
· Prepare and execute a plan for regular chapter programs
· Encourage involvement of members in chapter programming
Philanthropic Project Chair 
· Solicit ideas for philanthropic projects from chapter members 

· Meet with representatives of prospective recipient agencies as information-gathering exercise

· Present appropriate projects to the chapter for final decision by the members

· Prepare tentative budget Get Board approval for budget and prepare informational materials for chapter members 

· Monitor performance of volunteers and work closely with treasurer to measure progress towards goal

· Motivate, recognize celebrate volunteer successes

· Turn over to the successor all chapter records and/or property immediately upon completion of term or resignation prior to completion of term. 

Communication/Newsletter/Website Chair 

· Coordinate preparation of all printed materials to ensure consistency in use of logo, chapter name, presentation of chapter mission and goals, etcPrepare regular newsletter and other communications to all chapter members and prospects

· Develop a list of local and campus media representatives.  Build relationships with members of the media

· Write and distribute press releases as necessary

· Turn over to the successor all chapter records and/or property immediately upon completion of term or resignation prior to completion of term

Social Committee Chair 

· Plan a mixer at the beginning of each semester so that student members can get acquainted
· Plan a stress reducer at the end of each semester.  If you include any program at all, it should highlight all the great work accomplished during the semester so that student members can celebrate reaching chapter goals.

