Dear Applicant,

Thank you for your interest in a UC Berkeley Rotaract officer position! There is no better way to get more involved in the club than to take on a leadership role, and we are enthused to have you as an applicant.
UC Berkeley Rotaract was first chartered in 2000, but has since than rapidly expanded in both size and activity. In the last few years, the club has grown to face new challenges, take on larger events, and tackle new and dynamic projects. As the executive board, it is our personal vision to focus our strengths in the upcoming year on growing our membership base, increasing the value of our service projects, and engaging the club in a greater variety of projects.
 As part of our leadership board, you will be able to help foster this growth and lead the club in a new and exciting direction. You will be able to bring both your enthusiasm and creativity to the table, and help shape the club for future years to come.
By joining our Board of Directors, you will be committing yourself to a higher level of service and devotion to Rotaract and the entire Rotary family. We want to thank you again for your desire to serve, and wish you the best of luck! 

		Best regards,		          
		Stephen Fong			Angelica Teng			Amy Edmonds
		Rotaract Co-President	 	Rotaract Co-President	 	Rotaract Vice President
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Before filling out the attached application, please review the following positions and their respective responsibilities. Also, please note that these are the basic responsibilities for each of the respective positions. High level commitment is expected, as responsibilities and tasks will expand in accordance with club projects and needs. You may apply for more than one position. We’re looking for a good fit for the Board and the position; so feel free to apply even if you do not have the experience or skills for the position. It is our goal to help you and each other grow as a team and as a club. If any questions arise, please direct them to applications@calrotaract.org. Please allow 24-48 hours for a response. 


ELEGIBILITY
In order to apply for a board position, all applicants must be a current member, in good standing, of UC Berkeley Rotaract.

ALL BOARD MEMBERS ARE EXPECTED TO
· Promote awareness of Cal Rotaract & Rotaract District 5160.
· Foster positive fellowship amongst club members by regular encouragement of bonding and socializing.
· Attend weekly board and general meetings. (Limited to 3 excused absences.)  Must be available on TUESDAYS from 7:00 PM to 9:00 PM for meetings. NOTE: Expect occasional earlier start or later end times for meetings.
· Lead at least 2 SERVICE events per semester. Attend at least 40% of ALL events offered each month.
· Deliver progress updates to board at board meetings.
· Co-lead a Rotaract “Family” with other Rotaract officers.
· Assist other directors with tasks outside of your specified roles as needed.
· Table/flyer at least 2 hour per week. 

N.B.: All Board Positions are 12 month terms, based on the calendar year, except 
 for Committee Chairs which are on semester terms, based on the Academic Calendar

POSITIONS & RESPONSIBILITIES
· Secretary
· Treasurer
· Rotary Liaison
· Technology Chairs
· Webmaster
· Membership Coordinator
· Service Director

· Fellowship Directors
· Family Coordinator
· Historian
· Marketing Directors
· Design Coordinator
· Outreach Coordinator



Please note that Director positions are termed for 1 year (Jan. – Dec. 2012).  Committee positions are termed for 1 semester; you may serve for 2 semesters consecutively.


SECRETARY [1]
· Take detailed, well-organized minutes at all meetings, and send out minutes/newsletter to the mailing list within two days of meeting.
· Create and update as necessary an officer and general directory and mailing lis
· Manage and regularly maintain email account (info@calrotaract.org) by answering inquiries and/or forwarding to appropriate parties.
· Create sign-up slips and palm cards for each general meeting.

TREASURER [1]
· Determine and maintain annual and semesterly budgets within 2 weeks after the start of the semester. 
· Manage all reimbursements within 1 week of receiving the necessary materials.
· Work closely with the ASUC and ASUC advisor for funding and finance questions.
· Work closely with Berkeley Rotary for financial sponsorship of Rotaract activities and functions.
· Coordinate and assist all fundraising and grant applications efforts for each semester.
· Assist the Membership Coordinator with managing the paid member database.


ROTARY LIASON [1]
· Work closely with key Rotarians to promote and foster the relationship between Rotary, Rotaract and Board of Officers (e.g. Rotary Brunch/Dinners, Rotary-Rotaract mixers).
· Work with Membership Coordinator to keep track of event attendance.
· Communicate to general membership & board of directors any upcoming news of internships, scholarships and other Rotary opportunities.

TECHNOLOGY CHAIRS [2]
· WEBMASTER: 
· Update Twitter and the Facebook group weekly and within 1 day of the minutes being sent out. 
· Manage and update the Rotaract Calendar in conjunction with the Board.
· NOTE: Working knowledge of HTML/PHP or design is preferred, but training can be provided if needed. 
· MEMBERSHIP COORDINATOR:
· Setup basic spreadsheets to input Palm-Card Data.
· Oversee membership records (old/returning, paid/unpaid, attendance)
· Improving/ streamlining current data entry systems


 SERVICE DIRECTOR [1]
· Make initial contact with Community Organizations (COs) to learn about upcoming special events/needs
· Work with Project Leaders and Membership Coordinator to keep track of service attendance and hours. 
· Coordinate weekly service projects by determining site needs, food, and transportation arrangements (as necessary).  Includes both long-term and short-term planning for large and small projects, as well as incorporated service at general meetings.
· Assign Project Leaders who will manage day-of procedures and volunteer communications at the event.

FELLOWSHIP DIRECTORS [2]
· Organize Semester Welcoming Events, 2 Club-wide Socials, Banquet, Member’s Retreats 
· Work with Membership Coordinator to keep track of member attendance at socials.
· Coordinate MONTHLY fellowship activities and social events (e.g. socials, Assassins, Amazing Race)
· Promote club-wide bonding and interaction through activities and icebreakers.

FAMILY COORDINATOR [1]
· Oversee families by sorting members, coordinating joint family events, and providing support for Families.
· Set agenda for Family time designated at each general meeting (e.g. ice breakers, family service projects).
· Encourage family attendance to 2 committee or social events as well as wel
· Promote cohesion of interclub relations through the family system and family activities. 
· Work with Membership Coordinator to determine Family Rankings
 	
HISTORIAN [1]
· Document general meetings, special club-wide events through photography and/or cinematography.
· Oversee Recollection subcommittee (3 – one representative from each service committee)
· Collect and organize pictures from subcomittee, videos and other media to be used for general meetings.
· Compile pictures and videos into a Beginning-of-Semester Promotional Video and End-of-Semester presentation.
· NOTE: Experience with Photo-editing programs [Photoshop or Illustrator] and DSLR would be preferred

MARKETING DIRECTORS [2] ** PLEASE INDICATE WHICH COORDINATOR POSITION YOU PREFER
· OUTREACH COORDINATOR: 
· Coordinate large recruitment functions & strategies aimed to increase membership base and reputation of the club.
· Work with Design Coordinator to purchase and sell Rotaract merchandise. 
· Oversee tabling/flyering schedules for officers and special promotion events (e.g. Cal Day, Public Service Fairs). 
· DESIGN COORDINATOR: 
· NOTE: Working knowledge of design/editing programs is required.
· Design GM flyers, Posters, and Rotaract merchandise to promote club activities and functions.
· Oversee team of Design Interns by allocating committee requests and enforcing deadlines.








INTERVIEW TIMES
Please keep in mind that all applicants must be interviewed. Please select from the following the time intervals during which you are available to be interviewed. Note that each interview will take no longer than 15 minutes. Dress is business casual!
Sunday, November 20, 2011
	__10:00 am - 11:00 am		__12:00 pm – 1:00 pm	
__11:00 am - 12:00 pm		__1:00 pm – 2:00 pm
		
Monday, November 21, 2011
	__1:00 pm – 2:00 pm		__3:00 pm – 4:00 pm
	__2:00 pm – 3:00 pm		
		
Again, a reminder to select all the times you are available. We will contact you with a confirmation time. 
If you absolutely cannot make any of the times listed above, please suggest an alternate time over Thanksgiving Break for a Web Interview:  ______________________


SUBMIT ALL APPLICATIONS BY E-MAIL. 

Please submit your applications via email to applications@calrotaract.org with “ATTN: application for YOUR NAME HERE” in the subject line. Picture files, PDF files, and Word document files are all acceptable formats.
 
Expect to hear results of this preliminary process by Saturday, latest 8:00pm. If you do not receive notification, please send an email to applications@calrotaract.org specifying your concern.


ALL APPLICATIONS WILL BE DUE SUNDAY NOV. 20, 2011, BY 11:00 PM PST      


The Application


BASIC INFORMATION

Name:                                                                                                                                                                        .
                        (First)                                                                                             (Last)                                                                                 (Middle Initial)
Birthday:       /     /            .        Email address:                                                                                                    .      
                       (MM/DD/YYYY)
Daytime phone number: (         )           -                  .      Major (or Occupation):                                                 . Year in School: __________
Expected Date of Graduation (mm/yyyy): _______________ 

Resident mailing address:

    												       .
       (Street Address)
    												       .
       (Apartment/Dorm number, if applicable)
    												       .
       (City)                                                                       (State)                                                                           (Zip Code)



 ROTARACT INFORMATION

Months with current Rotaract Club:                .   Years in Rotaract:            .      Years in Interact:                 .

Have you attended a previous Rotary International Convention?  [  ] YES     [  ] NO
Position(s) for which you are applying (please list in preferential order; and specify coordinator position):
1. ___________________________________________________
2. ___________________________________________________
3. ___________________________________________________



ADDITIONAL ATTACHMENTS
Please attach with this application the following:
All applicants
1. A list of relevant experiences and/or skills to the position(s) you are applying for. Please be as organized and concise as possible. 

2. Short answer: Why are you a part of Rotaract, and why are you interested in being a part of Cal 
Rotaract’s Board of Directors? (150 words max)

3. If you could be any superhero or fictional character, who would it be and why? Powers? Abilities? How are such qualities reflective of you as a person and current situations you would wish to change or improve?
 

Challenge Questions
Based upon your first preference for officer board, we will be asking you scenario questions or ways you could bring change or improvement as an officer so make sure to prepare a couple of points for the interview.

Good Luck!
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