2010-2011 Circle of Giving Executive Board Descriptions
All Board Members

· Maintain regular contact with all board members and notify them of absences

· Attend board meetings

· Attend majority of events and general member meetings

· Be responsible for the administration and supervision of organization

· Network with other organizations and the other community

· Facilitate the induction and transition of new board members

President 

· Serve as the primary spokesperson for COG

· Lead meetings and discussions

· Assist officers of the executive board

· Actively communicate with the Student Activities Offices

· Actively communicate with all members

· Set and organize agenda for meetings

Vice President

· Resume duties of the President if he/she is absent

· Plan monthly group volunteer events

· Compile list of individual volunteer opportunities 

Secretary

· Record minutes of every meeting

· Complete necessary permits for events

· Organize times, dates, and locations for board and general meetings

· Regularly monitor e-mail account and send out updates

· Maintain membership records 
Treasurer

· Find and apply for grants from the Student Activities Office
· Maintain records of COG bank account
· Attend pre-and post- event grant meetings 
· Provide regular updates of COG checking account at board meetings
Fundraising Chair

· Find group fundraising opportunities

· Coordinate logistics of fundraising events 
Programming Chair
· Oversee planning and organizing of events 

· Promote and publicize events 
Webmaster

· Maintain COG website and Facebook page

· Provide regular updates on the website and Facebook

· Create events on Facebook

