Scott County FFA

Officer Expectations and Responsibilities

The following outline is given as a guide for all officers to follow.  It is only a guide- nothing more and nothing less.  

PRESIDENT 

· Sets the tone for the entire chapter.  

· Is “out front, leading the way” on various projects and activities.  

· Promotes attendance and participation.

· Should know every member of the chapter 

· Preside over meetings

· “Be the first one there and the last one to leave.”

· Direct the work of the chapter.

· Provide assistance to other officers as needed to complete their responsibilities.  

· Be aware of upcoming events and keep officers and committee chairs informed of these.  This should include reminding people of meetings, etc and informing them of their responsibilities during these functions.  

· Provide leadership in words, deeds, and actions for the entire chapter.

· Serve as the chapter’s ambassador to the school and community.

Harry S Truman had a sign on his desk in the Oval Office that said, “The Buck Stops Here.”  I would explain it this way.  If something is not done or not done right it can be blamed on people all the way up the ladder, but ultimately it ends at the president.  You have to make the call, take the blame, or handle the situation- whatever the case may be.  

VICE PRESIDENT:

· Directs all committee work.

· Works closely with each committee to insure that they know their responsibilities.

· Works with advisors and other officers to appoint committee chairmen and make committee assignments.  

· Insures that committees meet regularly and carry out their responsibilities.  

· Is responsible for seeing that committee reports are prepared at least one day prior to each FFA meeting.

· Is responsible for executive committee meetings.  The vice president should set the dates for these meetings and make all parties aware of these plans at least one week in advance.  

· Presides over meetings in the absence of our president. 

· The vice president can be the most important officer or the most useless officer.  If  he/she takes his/her responsibilities seriously, he/she has more to do than any two other officers.  The job that he or she does has as much to do with the chapter’s success or failure as anyone else.  

SECRETARY:

· Prepares the agenda for each meeting at least two days before the meeting.  

· Takes minutes of the meeting.  These should be typed and printed prior to the following meeting so that they may be passed out and approved.   Minutes must be saved to disc!

· Maintains an accurate list of members and their degree of membership.  

· Completes all chapter correspondence- including invitations, thank you cards, and letters.  

· Maintains the chapter Secretary’s Book and completes the Chapter State Rating Form.  The Secretary’s Book should be completed no later than two weeks before the regional contest and the State Rating Form should be completed prior to spring break.  The Secretary’s book must be an ongoing project.  

TREASURER:

· Provides and accurate and up to date financial report at each FFA meeting.  This information should be obtained from the school secretary at least one day prior to the meeting.  

· Direct all chapter fundraising activities.
· Assist the advisors in collecting and receipting dues money.  

· Maintain and accurate and up to date list of paid FFA members.  

· Complete regional and state rosters and submit dues by October 15th.  

· Handle FFA catalog orders, shirt sales, etc.  

· Work closely with the Earnings and Savings Committee.  

REPORTER:

· Take pictures (or appoint someone to) at all FFA events and functions.  
· Be responsible for seeing that the camera and discs are taken to every FFA event.  It is important that the camera be charged and ready for each of these events and that it be brought back from each event.  
· Submit at least one news article per month to the Georgetown News Graphic  for publication.  
· Maintain a file of pictures, news articles, etc for use by the chapter at a later date.  
· Submit chapter information to SCHS School Paper (Cardinal Spirit). 
· Work closely with the Public Relations Committee to promote our chapter and its activities.   
· Develop a chapter newsletter.  
· Maintain a chapter bulletin board that showcases the activities and accomplishments of our chapter and our members.  
· Develop a scrapbook and enter it in the regional competition.  The scrap book should be completed no later than March 15th.  Work should begin at the beginning of school and this should be an ongoing project.  
· I have never seen a chapter with too much publicity or too many pictures.    
SENTINEL:

· Is responsible for setting up the meeting room for all meetings and functions.  This includes moving tables, decorating the room, and clean up.  The meeting room should be set up at least 30 minutes before each club meeting and should be put back like it was before the beginning of the next class period.  

· Should keep the paraphernalia in good condition and be sure that it makes it back from the meetings.  

· Should assist the president in maintaining order at FFA meetings.  This is a big part of the job.  Disorderly members should be calmed down or expelled from the meetings.  Non-FFA members should be removed.  The sentinel should also be the doorman at the end of the meetings and help keep everyone in the room.

· Be the “point man” on conduct for the entire chapter. This includes language, attitude, and actions.  Next to the president, the sentinel should play the biggest role in setting the atmosphere for the whole chapter.  

· Works closely with the Conduct of Meetings Committee.  

