
Officer Requirements (for all positions):


Turn in National Membership Application no later than the meeting on Wednesday, April 15th, 2009 (see “Membership” page for directions).


Email officer application to aed@umn.edu no later than Sunday, April 12th, 2009 at 11:59pm. 

President

The main task of the president is to be the strong leader of the group who is always thinking ahead about what needs to be done and either doing the task him/herself or delegating it to one of the other officers. The president is in charge of the AED email account; contacts and arranges many of the speakers; organizes officer meetings; meets regularly with the AED advisor; attends other activities as AED representative (activities fairs, CBS Freshman Welcome Fair); fills out necessary paper work; reregisters AED as a student group; meets with The Princeton Review and Kaplan; and leads officer and regular meetings. This is a very time-consuming but rewarding position and requires excellent leadership, communication and organizational skills.

Vice President 

The main responsibilities of the Vice-President include the following: keeping track of all who attend meetings and activities; managing the Points Program; helping to schedule meetings; reserving rooms; advertising AED meetings with various colleges on campus; and most importantly, assisting the President in a variety of areas.  It is essential that the VP is flexible and assertive with planning and organizing events, and sharing responsibilities with the President.  The VP is the one to fill in, whether it be conducting a meeting or making a run to the grocery store, when unplanned events arise.  Overall, an AED VP needs to provide excellent communication and leadership skills in order to have a strong and successful officer board. 
Secretary

The secretary position entails attending most or all group meetings and taking notes so they can be posted on the AED website.  This position also includes helping with a lot of general tasks throughout the year. A duty that has been added to the secretary position is taking care of the Kaplan MCAT course auction, which is our annual fundraiser. This involves the following: Inform members of auction rules; compile list of eligible members/email address; promptly send emails notifying of auction start; bid confirmations; winner notification and auction end; in case of tie, arrange tie breaker; notify Kaplan of winner.

Treasurer

The treasurer’s primary responsibility is to collect and deposit membership dues and balance the checking account.  National applications, membership cards, and member certificates are also the responsibility of the treasurer.  A financial report must be completed and sent to the national AED office.  Good organizational skills are essential for this position.  

Historian

The historian is responsible for compiling the names and majors of all new members during the academic school year. This list along with photos taken at various events during the year are printed and added to the AED scrapbook. Along with the scrapbook, the historian is responsible for the thank-you cards that go out to the speakers at each chapter meeting. This position also includes helping with a lot of general tasks throughout the year.

Scalpel Reporter

The scalpel reporter is responsible for writing and submitting a scalpel report to the National AED office in fall and spring elaborating what our chapter has done since the last report. He/she is also in charge of ordering AED shirts and scrub pants. This position also includes helping with a lot of general tasks throughout the year.

Volunteer Coordinator

The volunteer coordinator is responsible for working with involvement organizations in the community to plan one AED volunteer event per month. The volunteer coordinator is responsible for representing AED to the community and its volunteer organizations. He or she is responsible for making sure that members and officers try to attend volunteer events. He or she is also responsible for recording present volunteers and relaying them to the Vice President for the Points Program.

Webmaster 

The webmaster is in charge of making updates to the webpage on a frequent basis, attaining officer biographies, managing the AED server, and communicating with other officers regarding material that should be on the webpage. Familiarity with HTML, web editing, server technology, and advanced electronic design is quintessential for this behind-the-scenes, yet very demanding and vital officer position.


