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The duties of the Chapter President shall be as follows:
· Develop annual goals for the chapter with the help of the other officers and advisors

· Develop, delegate, and monitor chapter projects and activities with the help of the

other officers and advisors

· Conduct monthly chapter meetings

· Monitor annual budget and request funds from ICC in coordination with advisors

· Appoint and establish any necessary committees

The duties of the Vice President shall be as follows:  
· Perform all duties of the President in the event of his or her absence

· Coordinate and assist with chapter activities with the help of the other officers and advisors

· Coordinate and promote five-star activities and submit five-star update forms to advisor per reporting calendar

· Coordinate communication efforts via emails, mailings, phone calls, and website

The duties of the Secretary shall be as follows:

· Take minutes at meetings and present those minutes at the following meeting
· Post and remove reminders of meetings and events
· Maintain the chapter message board and trophy case in Lee Hall
· Maintain records of chapter activities and correspondence
The duties of the Public Relations Officer shall be as follows: 
· Create chapter newsletters to be published on a regular basis

· Prepare the chapter scrapbook with the help of the other officers and members

· Take photos at chapter activities

· Prepare article for NIC Sentinel; coordinate with NIC College Relations office for community newspaper articles or NIC WeeksWorth announcement

The duties of the Scholarship Coordinator shall be as follows:    
· Disseminate scholarship information to members in conjunction with Chapter Officers, Advisors and Financial Aid office

· Assist the Vice President with coordination of five-star activities, especially those relating to the Honors Study Topic

The duties of the Fellowship Coordinator shall be as follows:    
· Coordinate fellowship activities in conjunction with Chapter Officers, Advisors and Service Coordinator

· Implement new ways to increase membership and meeting attendance

The duties of the Service Coordinator shall be as follows: 
· Coordinate service activities in conjunction with Chapter Officers, Advisors and Fellowship Coordinator

· Assist the Vice President with coordination of five-star activities, especially those relating to the International Service Program



In addition to the responsibilities listed above, all officers and coordinators are expected to attend monthly meetings, make themselves available to the general membership by holding regular office hours, and participate in all major activities and service projects.
