Family, Career, and Community Leaders of America (FCCLA)

Officer Duties and Responsibilities

North Sanpete High School
All officers:

· Attend and support officers meetings (First Wednesday flex of the month) and activities.

· Help in decision making, membership recruitment and fundraising.

· Attend summer orientation, fall leadership, chapter, area, and state meetings.

· Participate in Power of One and Step One.

· Compete in a STAR Event at area and state.

· Help other officers with their jobs as appropriate. 
	President:  Amy Gull

	VP of STAR Events: Myra Patino

	VP of National Programs: Marissa Colson

	VP of Public Relations:  Alesha Hurst

	VP of Membership: Kinzie Durrant

	VP of History:  All


President: 
· Conducts and oversees all chapter meetings and activities.

· Delegates responsibilities to other officers and members and follows up to see that the jobs have been done.

· Supports all other officers in their responsibilities and activities.

· Helps and communicates with advisers what needs to be accomplished.

· Meets with advisers the week prior to the officer meeting to plan the agenda. 
· Write and send thank you notes to guest speakers or anyone who helps with chapter business.

· Encourages officers and members to be involved and fulfill their responsibilities.

Vice President of STAR events: 
· Conducts and takes over in the president’s absence.

· Responsible to read and learn about all of the STAR Events.

· Responsible for STAR Event orientation to chapter members.

· Make copies of each event and keep in the file.

· Speak individually with each chapter member to help him or her find a STAR Event in which they could succeed.

· Motivate and encourage members to be involved in STAR Events.

· Make and maintain a list of participants, their STAR Event and category.

· Help advisers fill out paperwork for area and state competition.

· Help organize STAR Event help nights and chapter competition.

· Makes favors for members who compete at area and state.

Vice President over National Programs:

· Educate officers and members of FCCLA’s national programs (Leadership Service in Action, Families First, FACTS, Student Body, Financial Fitness, Career Connection, Leaders at Work, Power of One, Step One, and STOP the Violence).

· After the officers have chosen the national program, this person will be the committee head over organizing the activities our chapter will participate in as we complete the national program.
· Responsible to fill out paperwork for the national program and sees that it is sent in to state and nationals.

Vice President of Public Relations:

· Heads up Preference Dance committee.

· Maintains constant contact with all members of FCCLA and keeps them informed of what is going on (phone tree, e-mail, web page, flyers, newsletter, Facebook, Twitter, mass text, etc).

· Makes a monthly newsletter/calendar of events, including writing articles and organizing info from other officers and distributes to members.  All information must be pre-approved by advisers.

· Makes any special invitations for activities.

· Contacts media with newsworthy events conducted by our chapter.

· Write and send articles to the state VP of Public Relations on our chapter activities.

· Send at least one article in to Teen Times to inform nationals of our activity.

· Maintain weekly contact with advisers (in addition to officers meeting) in case of changes or additions to the calendar or activities.

Vice President of Membership:

· Implements the national membership campaign (iRecruit) which focuses on recruiting, retaining and recognizing members and submits our involvement to nationals on-line.

· Plans and organizes our monthly membership activities focusing on leadership, unity and FUN!

· Responsible to head up the membership drive and see that all tasks are completed.

· Makes and maintains current members information.

· Responsible to provide a copy of membership information to Mrs. Brooks.

· Keeps a record of all discussions at officers meetings and chapter activities.

· Makes a calendar of members’ birthdays and sees that they are recognized.

Vice President of History:

· Keeps records and copies of everything that is participated in and organized or attended by our chapter (programs, agendas, calendars, newsletters, articles, invitations, letters, thank you’s, recognition papers, etc.)  These should be filed in the FCCLA drawer at the school, as well as in a folder or file, which is kept with the officer. (Myra)
· Takes pictures at all events.  ALWAYS has the camera!!  This includes keeping the camera maintained, batteries charged, pictures downloaded, etc.  Distribute pics to whichever officers or members need them for books or STAR Events. (All)
· Change the display window in the hall monthly—showcasing what we are up to. (All—each will have two months)
· Responsible to help advisers with the Four Star Chapter award paperwork. (Amy)
· Competes in the Chapter Showcase Manual or Display STAR Event. (Marissa)
