CUCDC Executive Board Membership Responsibilities

A special election will be held to fill the positions of President, Community Service Chair, Secretary and Treasurer, as well as for two (2) Programming Committee Members.  These position descriptions are listed below.  The open positions are marked for easy reference.  These elections will be for the remaining time of the 2-year term through June 2005.  The elections will be held on Tuesday, June 15th from 6:30 pm – 8:30 pm.  The location of this meeting will be announced in our April 2004 newsletter.  If you have any questions, please do not hesitate to contact Chris Loso at closo97@yahoo.com.  It is not too late to get involved, whether through participation on the CUCDC Executive Board or volunteering at an event.  Come to this meeting and find out more about what is going on within CUCDC!  

In addition to the elections, the CUCDC Board will discuss potential activities and events for the next year, as well as address any membership suggestions, concerns and/or questions.  Sandwiches, cookies and soda/water will be provided to all attending the meeting.  Please contact Sheila Summers at summs@ix.netcom.com or 202-363-5443 to confirm your attendance at this meeting.

President (OPEN POSITION)
· Chair Executive Committee and Board meetings and oversee organization of Club activities

· Provide strategic direction for the Club

· Oversee and manage all aspects of Club operations

· Act as signatory on Club checking account

· Manage budget and financial responsibilities with Treasurer thereto

· Serve as representative of Club at formal meetings and events

· Plan and coordinate monthly CUCDC Board meetings

Vice-President

· Chair Board meetings in the absence of the President

· Perform duties as needed to oversee Club operations in the absence of the President

· Perform external outreach through the Assistant Vice-President and Director of Governmental Affairs and Director of Alumni Affairs in maintaining Columbia alumni listings in Washington, DC

· Liaison with other Ivy Executive Board members in sponsoring events as necessary

Treasurer (OPEN POSITION)
· Maintain monthly financial/bank statements for Club

· Record, make all deposits, and write checks for Club expenses

· Track memberships and donations to Columbia University annually

· Ensure balances are kept high in the Club’s interest bearing account and adequate to cover transactions in the checking account

· Work with President, as needed, to meet IRS and Washington, DC tax requirements

· Prepare fiscal year-end financial statement each year, as required by the IRS

Secretary (OPEN POSITION)
· Manage recording of notes of all business transacted during Board and Executive Committee Meetings

· Maintain an Events Journal for CUCDC archives

Communications Committee (led by Chair)

· Create and implement, upon approval, Club communications strategy including email, website and mailings

· Circulate meetings and events notices via email/business service to Club membership

· Circulate minutes of Board meetings to Board Members via email

· Oversee the production and circulation of CUCDC Lion on the Potomac newsletter

Membership Committee (led by Chair)

· Work with the President on membership recruitment, drafting membership solicitations, and following up membership interests in programming opportunities

· Contact and welcome new members to CUCDC when they join

· Work with heads of other area Columbia University alumni groups on coordination of annual CUC membership solicitations and liaison with other ex officio members

· Assist Young Alumni Director with recruitment and membership information.

Young Alumni Directors (led by Chair)

· Plan and execute 4-5 young alumni events per year

· Develop and maintain email list of area young alumni to publicize Club events

· Work with Membership Director to recruit new CUCDC members from young alumni ranks and facilitate their use of CUCDC website

· Coordinate with CUC Office of Alumni Relations near graduation to secure members

· Coordinate young alumni recruitment activities with the Membership Director

Programming Directors (led by Chair)  (2 OPEN POSITIONS)
· Act as primary planner for at least one Club event every year

· Bring idea to the Executive Committee at least two months in advance

· Coordinate speakers, arrangements, invitation and collection of payments at door 

· Solicit additional members as necessary in facilitating event

· Fill out event accounting report within one week after event (if needed)

· Attend and participate in Board meetings and various activities

Programming activities include, but are not limited to, activities in the following areas:

· Social Events:

· Museum tours

· Scenic hikes

· Professional Events:

· Congressional Reception

· Spring Symposium

· Winter/Spring Gala

· Professional Networking Event

Community Service Committee (led by Chair)  (OPEN POSITION)
· Act as primary planner for at least one community service activities every year

· Bring idea to the Executive Committee at least two months in advance

· Coordinate arrangements for activities

· Solicit additional members as necessary in facilitating activities

· Fill out event accounting report within one week after event (if needed)

· Attend and participate in Board meetings and various activities

Such community service activities include, but are not limited to, the following:

· Soup kitchen

· Park cleanup

· Walk-a-thon

· Reception

· Home building/repair

· Tutoring/mentoring

Nominating Committee (led by Chair)

· Will be appointed by the President at the beginning of the two-year term

· Will meet as needed to fill open Board positions

· Will meet prior to Bi-annual CUCDC Business Meeting to propose candidates for next term
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