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AdClub Executive Board Positions

General Requirements for all Executive Board members:

· Attend all Executive Board Meetings, Speaker Meetings.
· Support all Board members with their respective activities, events, initiatives, etc. by volunteering time, skills, and attendance. If you cannot attend an AdClub activity, you must e-mail the President and Faculty Advisor with a reason for your absence 24 hours in advance.
· Support the Educational Programming initiatives by volunteering to host/organize/create AdClub educational events/guides/activities individually or in groups of 2-3, once per semester.
· Each member shall keep and maintain a notebook with detailed and organized records for his or her position to share with the incoming member taking on that position
Note: It is the intention that the Chair and Executive Vice President (EVP) be mentored by the officers under whom they serve and to step up to that position when their predecessors graduate. However, the interest in moving into the VP or President positions is not a requirement for applying to the chair or EVP positions, nor is it a guarantee that the chair or EVP will automatically move into the VP or President position.
President

Description:

The duties of the President shall be to preside over all meetings, appoint all committees and directors, preside over the Executive Board meetings, and act as an official liaison for the Club, faculty, alumni, and guests.
· NEW DUTY AS OF 2010-2011: Responsible for working with ADPR faculty and the AdClub Executive Vice President in the planning and execution of the first annual AdConnection: Grady Advertising Career Day in the fall 2010, to include panel discussions, networking opportunities with professionals, workshops, speaker sessions, etc. Please note that this is a substantial time commitment and requires contacting of professionals and recruitment of peers.
· Represent the Club on the Grady College Student Activities Committee along with the Treasurer, with regard to yearly SAC fund allocation processes
· Coordinate cross discipline activities between clubs, inside and outside of Grady
· Handle campus reservations for speaker meetings and events
· Lead bi-monthly Executive Board meetings, including drafting an agenda that includes all relevant tasks to be done and ensuring that all Executive Board members are completing assigned responsibilities
· Attend all events (with flexibility and coordination with the Executive Vice President, one or the other must be present at all events)
Skills: Strong leadership skills, ability to motivate members, flexibility, organization, multi-tasking and time management skills.

Time Commitment: Heavy time commitment, varying week to week, anywhere from 2-8 hours per week.

Executive Vice President

Description:

Assist the President and any other members in developing, executing, and managing all club activities.

· NEW DUTY AS OF 2010-2011: Responsible for working with ADPR faculty and the AdClub President in the planning and execution of the first annual AdConnection: Grady Advertising Career Day in the fall 2010, to include panel discussions, networking opportunities with professionals, workshops, speaker sessions, etc. Please note that this is a substantial time commitment and requires contacting of professionals and recruitment of peers.
· Keep a pulse on membership viewpoints towards AdClub activities, events, speakers, etc., including conducting informal research on membership satisfaction and opinions, ways to improve, change, etc. and relaying that information to the board.

· Further monitor Executive activities and conduct Executive Board surveys each semester to evaluate board member performance and AdClub activities (i.e. work on AdClub Executive Board development for individual board members and program initiatives)

· Attend all events (with flexibility and coordination with the President, one or the other must be present at all events)
· Assist Board members with their respective activities, events, etc.
Skills: Ability to research and determine successful initiatives within the Club and mentor members in developing and executing such initiatives, strong leadership skills, professionalism, insightful, organized. Desire to be AdClub President in the following year.

Time Commitment: Will vary with board activities and end of semester duties, ranging from 2-8 hours per week.

VP of Professional Programming

Description:

This position involves organizing and coordinating all AdClub professional events.
· Coordinate approximately 6 to 8 professional speakers per semester

· Contact and commit professional speakers with varied backgrounds to speak at meetings

· Coordinate dinner with speakers the evening of the meeting

· Assist in the development and execution of any additional special speaking engagements, lectures, including the annual Advertising Education Foundation speaker, etc.

· Plan two Atlanta Agency Tours per year (one per semester) 

· Arrange tours to approximately three agencies with regard to varied interests, sizes, and timing considerations

· Must buy a gift and pay for dinner for guests, to be reimbursed by Treasurer

Skills: Organized, detailed, ability to act professionally in contacting and interacting with practitioners and agency representatives, desire to represent AdClub competently and enhance the professional programming initiatives.

Time Commitment: Both the agency tours and speaker arrangements require on-going, semester-long commitments. Approximately 2-5 hours per week.

Professional Programming Chair

Description:

This position will act as assistant to the VP of Professional Programming with all needs. This position would allow the assistant to move up as VP of Professional Programming in the following year, if desired.

· Serve as assistant to VP of Professional Programming, with heavy assistance with both speaker engagements and agency tours
· Act as liaison for all professional events to other club members (i.e. work with VP of Publicity to promote events, ensure appropriate information appears on the web site, newsletter, etc.) 
Skills: Interest in Professional Programming initiatives, ability to follow and take direction from VP, ability to work and coordinate with other executive board members, desire to move up to VP position in the following year. 

Time Commitment: Both the agency tours and speaker arrangements require on-going, semester-long commitments. Approximately 1-3 hours per week.

VP of Educational Programming

Description:

This position involves the creation and direction of educational activities, such as workshops, seminars, group discussions, etc. designed to augment members’ opportunities to learn about the field. (i.e., software tutorials, website development workshops, industry topic discussions, etc.)

· Continue the coordination of current educational programming initiatives

· Develop and execute additional programs to enhance AdClub membership value

Skills: Desire to educate peers on industry information and preparation for internships and jobs.  Must organized, dedicated, and willing to organize board members and industry professionals to host and lead workshops

Time Commitment: Varies, but approximately 2-5 hours per week. 

Educational Programming Chair

Description:

This position will act as assistant to the VP of Educational Programming with all needs. This position would allow the assistant to move up as VP of Educational Programming in the following year, if desired.

· Serve as assistant to VP of Educational Programming
· Act as liaison for all educational events to other Club members (i.e. work with VP of Publicity to promote events, ensure appropriate information appears on the web site, newsletter, etc.) 
Skills: Interest in Educational Programming initiatives, ability to follow and take direction from VP, ability to work and coordinate with other executive board members, desire to move up to VP position in the following year.

Time Commitment: Varies, but approximately 1-3 hours per week.

VP Of Alumni Relations & Alumni Relations Chair

Description:

This position involves maintaining relations with UGA alumni, specifically those former Grady advertising students and AdClub members.

· Direct annual publication of UGA AdClub Advice Book
· Facilitate 8 Hour Intern program

· Contact agencies/alumni about participation
· Create applications to distribute to Club, review, and assign students to agencies
· Assist in planning the annual alumni mixer for the New York/Chicago trips
· Coordinate local Atlanta alumni and student gatherings
· Maintain AdClub Alumni database
Skills: Professionalism in interacting with alumni, organized, deadline oriented

Time Commitment: Approximately 1-3 hours per week

VP of Publicity

Description:

Coordinate all promotional efforts for any AdClub activities, events, seminars, workshops, socials, mixers, etc, including ensuring that all members and faculty are up to date on all AdClub events and meetings through listserv and other methods.

· Email Club with announcements, updates, etc.

· Maintain administrative status on Facebook AdClub group and post AdClub information, send messages, invite new members to join, etc.

· Maintain Twitter page to keep members updates with club events

· Write bi-monthly newsletter to update members on speakers, events, activities, etc. to hand out at speaker meetings 

· Work with all AdClub executive members to develop promotional pieces (i.e. advertisements, press releases, e-mails, etc.) and execute delivery of promotional efforts (posting flyers, speaking in classes, web site updates, etc.)

Skills: Knowledge of Photoshop, InDesign, or other graphic design software a plus, ability to work with others in coordinating promotional efforts, deadline oriented, creative. Great opportunity to build portfolio pieces.

Time Commitment: Approximately 3-5 hours per week, depending on number of AdClub activities.

Publicity Chair

Description:

Assist VP of Publicity in coordinating all promotional efforts for any AdClub activities, events, seminars, workshops, socials, mixers, etc.

· Serve as assistant to VP of Publicity
· Act as liaison for all promotional efforts to other Club members (i.e. work with each VP to promote events, ensure appropriate information appears on the website, newsletter, etc.) 
· Maintain AdClub’s blog on Wordpress; update with relevant trending topics, articles, musings on advertising, etc.
Skills: Knowledge of Photoshop, InDesign, or other graphic design software a plus, deadline oriented, creative. Provides a great opportunity to build portfolio pieces. Ability to follow and take direction from VP, ability to work and coordinate with other Executive Board members, desire to move up to VP position in the following year.

Time Commitment: Varies, but approximately 2-4 hours per week.
VP of Philanthropy

Description: 

Coordinate all activities on the behalf of AdClub for philanthropic efforts.

· Maintain current efforts with Relay for Life philanthropy

· Develop and execute additional initiatives for AdClub to contribute (time and/or monetarily) to the Athens and/or UGA community (i.e. Dance Marathon, Safe Campuses Now, etc.)

Skills: Passion for philanthropy, organized, ability to lead and organize other members. Will work closely with VP of Fundraising.

Time Commitment: Will vary with philanthropy events the VP chooses to participate in on behalf of the AdClub.

VP of Fundraising

Description: 

The VP of Fundraising shall be responsible for all planning and execution of activities related to raising funds for Club operation while operating under SAC guidelines.

· Develop and execute fundraising initiatives on the behalf of AdClub to contribute to philanthropy, scholarships, costs of agency tours, the AdClub banquet, etc.
· If desired, organize contest for t-shirt designs, order shirts, and facilitate sales at meetings, in Grady, etc. 
Skills: Knowledge of effective fundraising initiatives, ability to lead and delegate tasks to other members, organized, motivated, and ability to motivate others. Will work closely with VP of Philanthropy. 

Time Commitment: Will vary with the fundraising events the VP chooses to execute.

VP of Web Development

Description:

The VP of Web Development shall be responsible for the creation and daily maintenance of all online AdClub activities, including the AdClub website, special e-mail initiatives, etc.

· Keep the AdClub web site updated with all Club activities, events, speakers, tours, pictures, password protected documents, etc.

Skills: Knowledge of website software (Dreamweaver or HTML, any others), ability to keep up with all projects and ensure the website is accurate and updated on a daily basis.

Time Commitment: Approximately 2-5 hours per week. Will vary with AdClub activities.

Treasurer

Description:

The duties of the Treasurer shall be to keep the financial books of the UGA AdClub.  The Treasurer will represent the Club on the Grady College Student Activities Committee along with the President, with regard to yearly SAC fund allocation processes.

· Pay all bills

· Take responsibility for the safety of the Athens Trust account AdClub and Student Activities account

· Collect and deposit membership and AdClub trip dues

· Oversee reimbursements for Club expenditures

· Represent the Club on the Grady College Student Activities Committee along with the President with regard to yearly SAC fund allocation processes

· Ensure that room reservations are paid on-time

Skills: Ability to budget and to keep detailed financial records, deadline oriented, experience with money management, trustworthiness, and timeliness.

Time Commitment: Approximately 1-3 hours per week.

VP of Membership

Description:

The duties of the VP of Membership shall be to coordinate and plan all activities relating to membership and new member recruitment. 

· Coordinate recruitment efforts, including speaking in classes, supervising presence at the Student Activities Fair, and any other recruiting opportunities on or off campus, in or outside the Grady College.

· Maintain membership database, listserv, and recordkeeping with all AdClub activities, including tracking member attendance to any/all events and publishing AdClub directory by mid-point each semester.

· Work with VP of Special Projects in taking photos during events

· Serve as liaison with the AAF in submitting official national dues and membership information.

Skills: Outgoing, friendly, knowledgeable about all AdClub activities, desire to represent AdClub Executive board to members, Grady College, and other organizations, detail-oriented, recordkeeping skills, desire to seek out recruiting opportunities for AdClub across campus.

Time Commitment: Heavier at the beginning of each semester, approximately 8 hours per week during recruitment weeks (about 2 weeks), then less time throughout the year, approximately 2-5 hours per week.

Membership Chair

Description:

This position will act as assistant to the VP of Membership with all needs. This position would allow the assistant to move up as VP of Membership in the following year, if desired.

· Serve as assistant to VP of Membership, with heavy assistance during recruitment weeks
· Act as liaison for all membership information to other Club members (i.e. work with VP of Publicity to promote membership, ensure appropriate information appears on the website, newsletter, etc.) 
Skills: Interest in membership recruiting initiatives, ability to follow and take direction from VP, ability to work and coordinate with other Executive Board members, desire to move up to VP position in the following year. 

Time Commitment: Heavier at the beginning of each semester, approximately 8 hours per week during recruitment weeks (about 2 weeks), then less time throughout the year, approximately 1-3 hours per week.

VP of Special Projects

Description:

This position will handle any unique Club projects and activities that do not fall under the above job headings. Duties include but are not limited to the following.

· Organize annual AdClub awards banquet (i.e., location, dinner arrangements, invitations, trophies and awards, speakers, etc.)

· Update and organize the AdClub bulletin board with activities, events, any recent information, etc.--also requires “theme” change each semester (i.e. the entire board must be changed with a different theme and background).

· Handle AdClub participation in Grady Homecoming activities (i.e. window painting contest, homecoming alumni/faculty/student/staff barbeque, etc.)

· Coordinate AdClub member socials or mixers (i.e. fall and spring semester kick-off mixers, holiday parties, etc.)

· Work with VP of Membership in taking photos during events

Skills: Creativity, organization, ability to keep up with activities to ensure the bulletin board is up to date, interest in facilitating member interactions, interest in representing AdClub for Grady events.

Time Commitment: Will vary with projects. More time commitment required during spring semester with regard to planning the annual banquet. Will fluctuate from week to week, approximately 1-5 hours per week.

Special Projects Chair

Description:

This position will act as assistant to the VP of Special Projects with all needs. This position would allow the assistant to move up as VP of Special Projects in the following year, if desired. 

· Serve as assistant to VP of Special Projects, with heavy assistance in planning the annual banquet

· Maintain AdClub bulletin board as an ‘information station’ for Club members, (i.e. information on 

    internships, Club event calendar, industry happenings, etc.)

· Assist with all social events and special opportunities that arise throughout the year

Skills: Initiative in seeking out opportunities for the Club and its members, follow up and attention to detail, ability to follow and take direction from VP, ability to work and coordinate with other Executive Board members, desire to move up to VP position in the following year.

Time Commitment: Will vary with projects. Heavier during spring semester with regard to planning the annual banquet. Will fluctuate from week to week, approximately 1-3 hours per week.

*If you have any questions, please feel free to visit the AdClub web site and 

e-mail current officers about their positions.

