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Senior Class Secretary

2007-2008
Position Description:
Clause 1.  The Senior Class Secretary shall represent the Senior Class
Clause 2.  The Senior Class Secretary shall serve as a member of the Senior Class Council.
  


Clause 3.  The Senior Class Secretary shall be responsible for taking minutes at Senior class council meetings, and then distributing them.  She shall keep a record of these minutes for the College Activities Office Advisor, and the SGA Executive Board.

Clause 4.  The Senior Class Secretary shall keep records of all Senior Class activities.

Clause 5.  The Senior Class Secretary shall be responsible for coordinating the publicity of Senior Class events.

Clause 6.  The Senior Class Secretary shall be responsible for reserving event space, tabling space, and/or banner space as deemed necessary for class events.

Clause 7.  The Senior Class Secretary shall have the following duties:



Subclause 1.   Meeting with the Senior Class Council weekly.


Subclause 2.   Organizing Senior Class events (study breaks and other activities) to raise class spirit and participation.

Subclause 3.   Planning the Senior Class Dinner with Alumnae Affairs. 



Subclause 4.   Planning the Senior Class Toast.

Subclause 5.   Fundraising activities to raise money and class spirit, such as bake sales and candy grams.

Subclause 6.   Organizing events in collaboration with Columbia College, School of Engineering and Applied Sciences, and the School of General Studies. 

Subclause 7.   Assisting in the organizing of Senior Night, which is traditionally held once a week, at a nearby local establishment,



Subclause 8.   Assisting in the organizing of Lerner Pub.

Subclause 9.   Assisting in the selection of a Barnard Chair for Winter Gala, a formal for seniors, and aiding the Chair in the planning of the event.

Subclause 10.  Assisting in the selection of a Barnard Chair for Senior Week, along with the College Activities Office, and supporting the Chair as deemed necessary.



Subclause 11.  Coordinating the Senior Class for the Greek Games.

Subclause 12.  Collaborating with the Office of Career Development on various events.  

Subclause 13.  Collaborating with the Dean of Studies Office on disseminating information to seniors.  

Subclause 14.  Coordinating with the College Activities Office for Senior Announcements and Class Rings, for which the class receives a portion of the sales.  

Clause 8.   The Senior Class Secretary shall meet regularly with the College Activities Office Advisor.

Clause 9.   The Senior Class Secretary shall serve as a member of the Leadership Awards Dinner Committee.  

Appointments Process: Your application for this position will be considered by the Student Government Association's Appointments Committee.  This committee acts as an advisory board to the SGA Representative Council, advising who to appoint to SGA Class Representative Positions. This is a secret committee; the identity of all members is kept anonymous in order to allow for critical and honest recommendations of candidates for SGA.  Your application will be considered anonymously.  Once the committee has reviewed all applications, they will make recommendations to the SGA Representative Council.  The SGA Representative Council will vote on the recommendations of the Appointments Committee at the SGA Representative Council meeting at 8pm.  If you have any additional questions about the process, please contact Vice President Student Government at sgaappointments@gmail.com.

Application 

Please submit an electronic copy to sgaappointments@gmail.com. Please write your application in MS Word and send it as an attachment.  If your application is not in this formatting, it will not be considered.  

You will be contacted about the status of your application within the same week of Rep Council’s vote.
On the first page of your application please list: 

· Name 

· Email address 

· Cell phone number 

· Major

· Other time commitments 

· Whether or not your GPA is above a 2.5 (the minimum GPA allowed for SGA positions)

· PLEASE DO NOT PUT YOUR NAME IN ANY OTHER PART OF THE APPLICATION.  The Appointments Committee considers all applications anonymously.  

Application Questions

1. Why do you want to be Senior Class Secretary?

2. If you could add one new event for the Senior Class Council to put on what would it be and why?

3. How do you plan to promote class unity?

4. What ways do you think SGA can improve? 

5. Please attach a resume. 

