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Celebrating more than 45 Years of Leadership, Fellowship and Serving the University of Virginia and Charlottesville Communities 

All are under the direction of the Vice President of Administration and must attend the second board meeting of each month
Membership Chair

· Send out surveys to club

· Mid-Semester Survey (October)

· Semester Surveys (December and May)

· Include poll on meeting times (options are Tuesday and Wednesday)

· Send out Membership Info Sheet at the start of the Fall semester 

· Make sure to ask for Student ID #

· Plan and carry out the Big/Little Program

· Advertise at the first Fall meeting and organize thereafter 

· Two rounds – Fall and Spring

· Families do not change but points reset 

· Work with Exec Board at second bimonthly board meeting to decide a Member-of-the-Month

· E-mail the Secretary for the attendance sheet to keep track of members

· Delegate to Membership Committee (if one is formed)

· Make goodie bags for new members at Fall Induction

· Come up with ideas for member retention (may include working with Social Committee)

Fundraising Chair

· Work with the Fundraising Committee

· Plan at least three fundraisers each semester (selling Food, car wash, Qdoba Night)

Social Chair

· Advertise dinners before meetings 

· Work with the Social Committee

· Plan at least two socials each month

· at least one must be outside of the club meeting (Mall excursion, food at a restaurant, BOYB ice cream social)

· in-club socials (cookie decorating, preferably not awkward icebreakers, in-house service projects to meet people in a relaxed way) 

Public Relations Chair

· Work with the Public Relations Committee

· trifold and promotional items for Activities and Service Fair 

· chalking around First Year dorms at beginnings of the year 

· work on event promotion (Breakfast with Santa, Egg Hunt)
· Steps to publicizing these events for local children

· E-mail event information and flyer to sponsoring Kiwanis club, who will advertise the event to the Kiwanis Family as well as any organizations they know 

· E-mail event information and flyer to local newspapers
· Advertise the event on www.craigslist.com > Community > Events 

· E-mail administrator/supervisor for local county schools to approve flyer for distribution 
· E-mail School Secretaries with the flyer
· Manually distribute flyers to each elementary school office

· E-mail School PTO’s
· E-mail The Salvation Army, United Way and Habitat Store for posting flyers in their facilities 

· Look into advertising to local inner City Schools 

Special Events Chair

· Work with the Special Events Committee

· Breakfast with Santa (timeline)
· Relay for Life 

· Easter Egg Hunt

Historian-Editor Chair 

· Delegate to the H-E Committee 

· Produce three Club Newsletters each semester

· Plan the Scrapbook for DCON

· Archive pictures throughout the year

Webmaster

· Use Dreamweaver software to update the club website

· Receiver direction from the Vice President of Administration on what needs to be updated on the website each week 

Auxiliary Board Responsibilities
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