

Thank you for showing interest in an officer position within Driving Jacks.  Here are the major duties of officers and the responsibilities for each position. The application can be found on the last two pages.  Please complete and return to us by 5 p.m. on Thursday April 29th, 2010 in the Driving Jacks office. 

Major Requirements of a Driving Jacks Officer:
· Full year commitment*
· Complete transition phase with former director.

· Adhere to all responsibilities in the constitution.

· Attend officer training later this semester and any meetings that the President schedules.

· Attend executive board meetings when called by the President.**
· Attend and participate in ALL training sessions.

· Volunteer to work three nights of operations per month; arrive at the office at 9:00 p.m. to set up for operations. 

· Perform the duties and responsibilities of the Director in Charge (DIC) on nights of volunteering. 

· Stay the entire night of operations when scheduled (unless you have received prior approval from the DIC) and help DIC complete director activities and paperwork. (A portion of your points for that night may be withheld based upon the time you leave.)

· Prepare and complete transition meeting with new officer before leaving your position.

· Be a positive role model.

· Maintain a 2.0 G.P.A.

· Enjoy every minute and have the “passion for the program.”

*Due to the officer transition in November, the contract for the Fall 2010 positions will only be valid through November 2010.
**Executive officers only
Responsibilities for each Officer:

**These responsibilities are NOT set in stone and may be changed over time.  In addition, these duties include any task assigned by the President not mentioned here. These descriptions give you a good idea of what is expected in each position. ALL positions are available to ALL applicants. All official duties are outlined in the Driving Jacks constitution and operations manual***

The position of VICE SECRETARY must perform the following duties:

· Maintains sufficient copies of all nightly operation documents and office supplies so that the office is prepped to be fully efficient before each night of operation.
· Records minutes at all meetings and prepares typed copies. The minutes will then be sent by email to all Driving Jacks members.
· Maintains records of attendance at all meetings and functions.

· Makes all necessary reports to the Student Affairs Office.

· Reports the names of Driving Jacks’ officers and advisors to the Office of Student Activities through the proper paperwork at the beginning of the fall and spring semesters.  Any changes shall promptly be reported.

· Complete the procedures to receive S.O.R.F. funds.

· Updates all amendments to the Constitution and Operations Manual.

· Keeps track of points for members.
· Prepares an hours log for each member to turn in for PVSA award and submits hours for 1923 Society.

· Makes a list each month of all members who have not completed their requirements and presents this list to the President.
· Notifies all members signed up to work each weekend to remind them.

· Must put in at least one office hour each week.

The position of FUNDRAISING DEPUTY must perform the following duties:

· Presents targeted financial goals at the beginning of each semester to the officers and general members.

· Plans and coordinates all fundraising activities.

· Responsible for constantly seeking out means of raising money to fund the organization through fundraisers.

· Completes tasks assigned by the President.

· Must put in at least one office hour each week.

The position of COMMUNITY RELATIONS DEPUTY must perform the following duties:

· Makes contact with Pine Log.  Get at least one story in Pine Log each semester.

· Makes contact with Daily Sentinel. Get one story in Daily Sentinel each semester.

· Makes contact with KTRE (Ch. 9).  Get Driving Jacks on the news at least once a semester.

· Looks for local events at which to advertise.

· Maintains relations with Nacogdoches Chamber of Commerce and attends Chamber events.

· Seeks involvement with other organizations.

· Completes all tasks assigned by the President.

· Must put in at least one office hour each week.

Applications must be received on or before Thursday April 29th by 5 p.m. in the Driving Jacks office along with a copy of your transcript! You must have above a 2.0 GPA to apply.

· Name:



· Date of birth: 

· Classification after this semester: 

· SFA ID #: 

· Length of time involved with DRIVING JACKS: 

· Major: 

· Overall GPA: 

· Current local address: 

· Local address in the fall: 

· Summer address:

· Phone number(s): 

· E-mail: 

Please answer each of the following questions and attach them to this application.

1. What position would you like to hold?

2. Why do you want this position?                                                                                

3. What have you personally accomplished for DRIVING JACKS since being a member?          

4. If you do not receive this position, how would you feel about accepting a different leadership position in DRIVING JACKS? 

5. List your past leadership experiences.    





                                                                                       

6. What does your schedule look like this summer, and will you be in town? 
                 

7. What does your schedule and time commitment look like next year? (i.e. your class load, involvement with other organizations, work, etc)                                                 
  

8. How will you manage the time commitment to DRIVING JACKS with your other responsibilities (school, work, other organizations, etc.)?     


                      

9. What ideas do you have coming into this position?

10. Give an example of a negative situation that happened during your time in DRIVING JACKS and explain what steps you would have taken to improve the process and/or result of the situation.

11. Give an example of a positive situation during your time in DRIVING JACKS and explain what steps or actions made the situation successful.

12. If selected, what measurable goal(s) would you like to set for improvement by November 2010?

13. Please rate the positions you would be willing to accept with 1 being most interested in and 4 being least interested.  IF YOU DO NOT WISH TO APPLY FOR A CERTAIN POSITION, PLEASE PLACE AN “X” ON THE BLANK BY THE POSITION. 




_____ Vice Secretary




_____ Deputy of Community Relations




_____ Deputy of Fundraising




_____ Team Leader








