Vietnamese Student Association (VSA) Executive Board Descriptions

President 
As VSA President, he or she is responsible for coordinating all of VSA events.  The President is in charge of planning meetings and their contents.  He or she must be able to delegate tasks efficiently among the members and make sure that the board members do their job adequately in VSA's best interests.
At the beginning of every semester, it is the President's job to work closely with the Vice-President and the Treasurer to gather funding, such as from IUSF AID, in order for VSA to execute their events. Other sources of funding may be sought through the International Center, Asian Culture Center, local businesses, and personal donations.
At the beginning of the school year, the President and must encourage establishing a decent sized membership base.  This may be achieved through incentives such as discount benefits from local businesses to attract and maintain members, member only events, and/or awards.
In short, the President oversees VSA's operation, approves decisions, carries out VSA's mission, and thus enhances the value of VSA and its members.

Internal Vice-President 

The Vice President's job is to facilitate communication among the VSA board 
and its members.  It is also his or her responsibility to motivate other members 
of the executive board.  The Vice-President is in charge of the organization 
when the President is unable to fulfill his or her duties.

Tasks include but are not limited to: securing funds, scheduling board meetings, maintaining good relationships with other organizations, and attending meetings with the President.

External Vice-President
A complement to the Internal Vice-President, the External Vice-President communicates and works closely with other organizations for joint projects.  He or she is also responsible to help the President and Public Relations to attract members.

Secretary

The Secretary is solely responsible for organizing the mass emails and keeping an accurate membership profile.

The Secretary needs to ideally check the VSA mail box everyday in order to forward important emails to the executives, delete the extraneous ones, and respond to 
questions or concerns from members. He or she is also in charge of writing and distributing mass emails to promote all VSA-related events. 

The Secretary has to keep the members profile database updated after each VSA event in an Excel file and upload it onto Oncourse.
Assistant Secretary

It is the duty of the Assistant Secretary to aid the Secretary whenever they are unable to fulfill their duty. It is also the Assistant Secretary's job to record meeting minutes and send them to the President within 2 days; design flyers; and send the updated membership data to the Webmaster after each event.
Treasurer 

There are two main responsibilities: funds and membership.  


Funds include keeping a detailed record of all the inflows and outflows of the 
money in VSA.  Since the funds are in the hands of the Treasurer, many times the Treasurer will be in charge of getting the necessities for events.  He or she is also responsible for handing out reimbursements in a timely manner.

As for membership, the Treasurer is basically in charge of getting people to 
become members; collecting the money; passing the information on to the Secretary; and giving out membership cards.  This aspect requires working closely with the Secretaries to make sure that all members are on record.
The Treasurer has to keep the budget updated after each VSA event in an Excel file and upload it onto Oncourse.


Director of Fundraising
This job requires actively seeking out possible sources of funding for VSA. It is their responsibility to ensure that VSA will finish the year with at least the same amount of money that it started out with.  This may be achieved through local donations, IUSF AID, the Residential Hall Association, Asian Culture Center, and the International Center to name a few.

He or she will also work closely with the Treasurer in order to maintain a healthy budget for the current year and next one.

Historian 

If attending events, taking pictures, and writing up summaries sound fun, then
running for Historian will be the right thing for you.  This position is not as
time consuming as the other ones but very helpful for those holding an executive
position for the first time.  The Historian position is a place to work up the ladder
and learn how things work behind the VSA scenes.  


The Historian must be able to write up summaries of all events (and therefore, must
be present at all events); have a camera on hand during events; and then forward the pictures and other relevant information to the Webmaster.


Public Relations
Public Relations is a position for all the friendly people out there.  He or she must be able to socialize with members of VSA and the community.  Public Relations will provide information and gathered comments to the executive board. This position is a very important communication link in order for VSA to better serve their members and the community.
Besides networking, Public Relations is in charge of distributing flyers, brochures, and working closely with the External Vice-President to publicize events.   Example tasks of the position include:  posting flyers, talking with managers of stores and restaurants to get discounts, interacting with people at invents, and get people interested in joining VSA.

Webmaster 
The webmaster is in charge of maintaining the VSA website.  All events for the year must be posted as soon as dates are announced.  Membership points, event pictures, and event summaries must be updated frequently.  The webmaster is not required to attend executive board meetings but must be present at VSA events.  The webmaster works closely with the Secretaries and Historians for accurate information about VSA and for any other changes to the site.
