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Internal President:
-
Contact mentors and staff concerning any information about Bloomingkids!

i.e. dates, deadlines, policies, fundraisers, etc.)
-
Keep track of all information regarding mentors (i.e. required forms,
 
fundraising, addresses, phone numbers, etc.)
-
Contact Mentors and encourage fundraising if a mentor seems to be

neglecting fundraising responsibilities.
-
Help plan fundraisers
-
Keep in communication with all other staff
-
Run staff meetings

 Internal Vice President*:
-
Make weekly announcement sheets
-
Take minutes at meetings
-
Assist the Internal President
*This is a two year commitment.  The following year the internal vice president will act as the Internal President assuming all the responsibilities of the previous year's Internal President.

External President:
-
Keep in contact with state office
-
Keep in contact with busing companies (MCCSC Trans. and Rural Transit).
-
Keep in contact with Elementary Partners (Unionville and Fairview).
-
Keep in contact with Community Partner (Big Brothers/Big Sisters)
-
Communicate information to Internal President

External Vice President**:
-
Thank you cards for donors
-
Room Reservations
-
Contact GMs if they have not been to staff mtgs. to see if they have had

any problems receiving email or with their schedules.
**This is a two year commitment.  The following year the external vice president will act as the External President assuming all the responsibilities of the previous year's External President.
General Managers:
 -
Act as a leader for 10 little buddies/10 Mentors
 -
Attend weekly activities (same day both semesters)
 -
Make internal president/any president aware of serious issues that arise

during the course of activity
 -
Send out reminders to mentors about upcoming dates, fundraising

benchmarks, important deadlines, etc.

-
Support mentors with discipline problems
            
Help with punishment/praise
            
Enforce sticker policy properly
-
Be aware of dates, deadlines, policies, etc. in case mentors ask you questions.
 ***It might help to get an extra planner from the bookstore to keep track of BloomingKids information/dates.
-
Motivate Mentors/Little Buddies(i.e. good behavior w/ littles and good
 
fundraising w/ bigs)
-
Focus on College Question of the Week.

Activities Chair:
-
Make sure activities are posted by the 1st of the month
-
Make sure contacts have been made and are intact 2 weeks prior to

activity
-
Develop backup activities with help of other staff members
-
Make a brief monthly activities newsletter for staff and elementary

schools
-
Check to see if activity evaluations are being posted.  Notify GMs if it

seems to be an entire group problem.

Philanthropy Chair:
-
Plan and carry out Thanksgiving activity
-
Plan and carry out 1 large fundraiser
 
Fundraising Chair:
-
Plan fundraisers for Mentors to participate in (i.e. Kroger's Canning, Basketball Parking, Sucker Sales, Magazine Sales, Carwashes, Etc.)

Treasurer:

· Keep track of BloomingKids finances using the financial sustainability worksheet.

· Deposit money.

· Pay bills in a timely manner.

· Make a budget for the upcoming year.


Webmaster:

· Maintain BloomingKids! website.

· Check to make sure activities and evaluations are being posted properly.
Everyone:
-
Help design Handouts/Flyers
-
Chalking
-
Plan 2nd annual "Race for Higher Education"






