
Coral Gables National Honor Society

OFFICER APPLICATION FORM
If you desire to pursue a leadership role in this chapter, please complete this form and bring it with you to the induction ceremony.
Please note that if you are elected to a position, you will be expected to complete your term of office.  The term begins June 2008 and will last for one year.  

Name:













Grade:

Expected Graduation Date:




Local Phone:

E-mail:






Please check the circle next to the officer position(s) you are interested in (see reverse for position descriptions:

O  President
O  Senior Recording Secretary
                        O  Historian
O  Vice-President
O  Junior Recording/Corresponding Secretary (one combined position)


O  Treasurer/Sophomore Secretary (one combined position)


Why are you interested in the position(s)?

What qualifications (experience, skills, interests, contacts, etc.) make you a good candidate for the position(s)?

Please list any other organizations in which you are involved (on or off campus).

Is there anything else you would like us to know about you or your interests?

Officer Positions

STANDARD OFFICER POSITIONS

PRESIDENT 

· Organize, plan and lead to ensure the perpetuation and overall success of the chapter.

· Work with the chapter advisor to plan a calendar of activities for the upcoming year.

· Plan regular meetings and prepare agendas for the officers; delegate responsibilities as necessary.

· Plan meetings and prepare agendas for a general chapter meeting at least once per month.

· Coordinate the planning and the implementation of the induction ceremony and reception.

· Meet with the other officers and the chapter advisor to choose new honorary members.

· Ensure that the chapter fulfills all chapter standards.

VICE PRESIDENT

· Fulfill president’s duties in the absence of the president and assist president in the completion of duties as needed.

· Coordinate activities for any and all committees to conduct ongoing campus awareness campaigns – particularly the annual membership drive.

· Assist the president in coordinating activities to help the chapter fulfill all chapter standards.
· Prepare and deliver the induction invitations to the administrators and faculty.
· Coordinate and implement initiatives to reach current and potential members.

· Institute personal contact with prospective members during the membership drive.

· Promote meetings and activities to the membership and campus-at-large.
· Prepare and send chapter updates to honorary members throughout the year.

· Inform honorary members and campus officials about membership drive initiatives.

· Prepare and send invitations to the new member induction ceremony and to other events.  Follow up with a personal contact.

· Plan and coordinate at least one honorary member activity per month to be discussed with and approved by the rest of the executive board and the chapter adviser.
TREASURER

· Manage all financial transactions of the chapter with guidance from the chapter advisor.

· Receive and distribute chapter funds.

· Work with the president and advisor to prepare an accurate budget for the chapter within one month of the new member induction ceremony.

· Balance the chapter account and report to the chapter and the advisor at least once a month.

· Submit financial reports as indicated in Chapter Standards.
· Maintain records on all service hours and requirements for the chapter sophomores.
RECORDING SECRETARY

· Record and prepare the minutes of each executive board and chapter meeting to distribute to chapter leaders, advisor(s) and appropriate staff.
· Distribute all the new member joining forms.
· Serve as chapter archivist with the assistance of the chapter advisor (unless there is a historian).

· Work with other officers to complete chapter activity summaries.
· Maintain records on all service hours and requirements for the chapter juniors.
CORRESPONDING SECRETARY

· Distribute messages from the chapter advisor, the chapter president or other officers to all chapter members.

· Send Advisor and Officer Profile Forms when new officers are elected or anytime there is a new advisor and any time any contact information changes.
· Maintain records on all service hours and requirements for the chapter seniors.
HISTORIAN

· Submit chapter activity summaries.

· Obtain all correspondence and minutes from both secretaries.

· Save and document any evidence of chapter activities, including posters, newspaper clippings, etc.

· Take pictures or otherwise document any and all NHS chapter activities.
· Update and maintain the chapter website to keep all members up to date on upcoming activities and deadlines.

