



	          Student Leadership & Activities 
ACTIVITIES BOARD - JOB DESCRIPTION

Board Members:	General Responsibilities, Detailed Job Description & Requirements Addendum 
Responsible To:	Student Leadership & Activities Coordinator 
General Description:	The mission of the Grays Harbor Activities Board (GHAB) is to provide and develop campus activities, programs and events that provide a marketplace of ideas on campus and an opportunity for students to be engaged outside of the classroom. These activities shall include, but are not limited to, social, civic, recreational, educational and athletic opportunities for students. The GHAB Coordinators will work in conjunction with the Coordinator of Student Activities to supervise, develop, and execute a comprehensive, entertaining and educational program for students, staff, faculty, and the community. Students who serve on this team receive a broad range of experience in event planning, promotion, publicity, and public relations. This job is part-time eight (8) to sixteen (16) hours per week. There are four quarterly paid positions.

General Responsibilities:
· Work in collaboration with the other board members to complete all events on the activities calendar.
· Provide training and assistance to other student groups on running campus activities and fundraisers.
· Attend the following Workshops/Conferences (Members required to attend at least one) 
i. GHC Student Leadership Workshops (quarterly) 
ii. Fall CUSP Leadership Institute, Wenatchee, WA (Early September)
iii. Northwest Student Leadership Conference, November, Portland, OR (Oct or Jan)
iv. GHC Student Success Conference (quarterly) 
· Actively participate in the board meetings by coming prepared with your reports and your agenda items. Coordinators will take turns keeping minutes at the weekly meetings. 
· Schedule, maintain and post board office hours each quarter. 
· Maintain Programmer’s Notebook to include Board meeting agendas, all Press Releases, individual program promotion, etc. Throughout the term of office, compile and edit a procedure log. Maintain and complete an event file for each program and/or activity, to include all components of Events Checklist. 
· Invite student groups to attend Programs Board meetings for possible co-sponsorships, when appropriate.
· Attend and work at a minimum of 75 % of student functions and events as is deemed appropriate. 
· Schedule and maintain daily office hours in the Student Programs Board Office. Minimum of eight (8) hours per week and a maximum of sixteen (16). Record office regular office hours using the GHAB time clock. All office hours need to be set between the hours of 7:30 AM and 5:30 PM, Monday – Friday.
· Make the necessary contract negotiations, with the approval of the campus contract authority, and facilities arrangements for each activity. Supervise the crew and handle any problems that may arise.
· Insure that there is adequate and timely publicity for each program.  Responsible for the distribution of publicity in accordance with school posting policies.  
· Coordinate and prepare a monthly calendar of events and programs for the GHC campus.
· Assist in the distribution, promotion, and compilation of student interest questionnaires/surveys that aid in the selection and planning in the development of programs.
· Maintains, disperses and acquires knowledge about the GHAB budget allocation, assist with the preparation of the annual request for the program budget to the S & A Fees Budget Committee Spring Quarter.
· Maintain a page on the ASGHC web board, and maintain GHAB website 
· Facilitate the booking of entertainment activities of a diverse nature to entertain students, staff, faculty, and the community.  This includes the booking of comedians, bands, solo artists, games and group activities, variety entertainment, and events that appeal to a wide array of ages, gender, ethnicity, and interests. Work to diversify the dates, times, locations, and cost for all events in order to involve a variety of students. 
· Coordinate campus activities, events, lecture series and any other co-curricular activities on campus.
· Seek out pertinent social, economical, or cultural issues and promote forums/discussions. 
· Shall work to diversify the dates, time, location, and cost of all events in order to involve a variety of students. 
· Stewardship of College resources. (e.g.: phone, office supplies, computer, printer, etc) 
· Oversee photography of all Activities Board events and compile an ongoing online photo album. 
· Meet with the Activities Board Advisor.
· Adhere to all state policies, procedures and guidelines. 

 Job Descriptions: 

Team Leader/Outreach Coordinator 
· Oversees the Board; works with all Coordinators to develop and organize campus events. 
· Works closely with the advisor and attends weekly ASGHC meetings. 
· Will serve as Chairperson of GHAB meetings; provide agenda at each meeting.  
· Shall be the official liaison between the Board and campus community.  
· Shall work with advisor to keep programming board operating within budget. 
· Plan and implement Welcome Week Activities. 
· Plan and implement quarterly off-campus trip. 
· Complete all other duties as assigned by the Student Leadership & Activities Coordinator. 

Special Events Coordinator 
· Shall be responsible for providing comprehensive and collaborative events that celebrate campus, seasonal, national, international, and cultural events. These events may include, but are not limited to, Welcome Fairs, Mayhem, Faculty Appreciation day, and other events determined by GHAB. 
· Shall be the point person for Mayhem.
·  Shall work in conjunction with all coordinators to ensure that week-long activities are diverse and will entertain the students, and campus community. 
· Shall determine, in conjunction with GHAB, which national, social, and cultural events should be celebrated in the form of a special event. 
· Shall seek input from the student body in order to determine the type of events that he/she will plan throughout the year. 
· Complete all other duties as assigned by the Student Leadership & Activities Coordinator. 

Lecture/Awareness Coordinator
· Shall coordinate events with faculty members to involve classroom participation and further enhance classroom education. 
· Shall promote lectures that may include, but not limited to, alcohol and substance abuse, the environment, sexual issues, culture and ethnicity, disability, crime prevention, health and wellness, legislation, education, and current political and global issues. 
· Shall be responsible for educating the campus and community with workshops, awareness weeks, or special events that appeal to issues affecting the campus, community, region, nation or world. This shall include, but not limited to, Alcohol Awareness Week, National Condom Day, World Food Day, and Earth Day. 
· Shall serve as a resource person for the disbursement of information and literature regarding current issues and awareness. 
· Shall seek input from the student body in order to determine the type of events that he/she will plan throughout the year. 
· Complete all other duties as assigned by the Student Leadership & Activities Coordinator. 

Recreation/Entertainment Coordinator
· Shall sponsor activities that appeal to the sports, recreation, and leisure interests of students and community. Activities may include, but not limited to, hiking, beach walks, basketball, softball, rafting, skiing, Wii afternoons, etc. 
· Shall work to diversify the dates, times, locations, and cost of all events in order to involve a variety of students. 
· Shall work in conjunction with the Special Events Coordinator to prepare, plan, and execute week-long events sponsored by GHAB. 
· Sponsor and execute activities such as comedians, bands, solo artists, games and group activities; events that appeal to a wide array of ages, gender, ethnicity, and interests. 
· Shall actively seek input from the student body in order to determine the type of events that he/she will plan throughout the ear. 
· Complete all other duties as assigned by the Student Leadership & Activities Coordinator. 


Campus Committee Representation: 
· Club Coordinating Council liaison (monthly) 
· ASGHC liaison (monthly)
· Speaker’s Committee (monthly) 
· Diversity Committee (monthly) 
· Other Committees as assigned Fall Quarter 

Minimum Requirements for Work:
1. Must be available to work eight (8) to sixteen (16) hours weekly during regularly scheduled day class hours. Some evening and weekend work may be scheduled.
2. Candidate for this position must be enrolled in a minimum of ten credit hours and have a cumulative grade point average of at least at least 2.75. 
3. An incumbent must complete at least ten hours of course work each quarter to maintain his/her position, and must maintain at least a 2.5 GPA each quarter. If quarterly GPA falls below a 2.0 no probationary period is allowed and board member will be automatically removed.
4. Coordinator must maintain good standing with the college. If there is any violation of the student code of conduct board member will be automatically removed from office.

Preferred Requirements:
· Basic computer knowledge. Knowledge of Microsoft word and internet search skills.
· Friendly and personable attitude.
· Ability to work in groups or independently.
· Openness to learn new skills.
· Ability to respond creatively and flexibly to changing needs and conditions. 
· Some experience working in teams or planning events and/or willingness to learn.
· Possess a willingness to work with groups in problem solving and decision-making to attain group goals/objectives
· Be open to learn and grow in acquiring student leadership skills with on-the-job training and feedback.
· The candidate has some student activities experience and has received satisfactory references.

Performance Standards:
The criteria for evaluation in this position include, but are not limited to the following:
· Ability to fulfill job description requirements as listed above in a timely and effective manner. 
· Ability to meet organization’s and student activities goals and objectives. 
· Proactive demeanor and willingness to work with individuals of various backgrounds and ages. 

Salary
This position is to be paid a stipend based on the college administrative procedure that authorizes it. 
· The Team Leader/Outreach Coordinator shall be offered a stipend, not to exceed the equivalent of nine (9) credit resident tuition and fees per quarter, for not more than three (3) quarters, excluding summer quarter. 
· The Special Events Coordinator, Lecture/Awareness Coordinator and Recreational/Entertainment Coordinator  shall be offered a stipends, not to exceed the equivalent of seven (7) credit resident tuition and fees per quarter, for not more than three (3) quarters, excluding summer quarter.
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