	[image: image2.png]Ty
\2
>

FLORIDA INTERNATIONAL UNIVERSITY :i





	Student Government Council

Biscayne Bay Campus

Executive Cabinet Consideration Package



[image: image1.png]



Florida International University

Student Government Council – Biscayne Bay Campus
Executive Cabinet

Consideration Package

2011-2012

General Requirements

Qualifications for SGA Officials

The following qualifications shall be required of all SGA officials; each SGA official shall:

· Be a registered FIU student.

· Run for and hold only one office at a time.

· Be under no academic or disciplinary sanctions as detailed in the Student Code of

· Conduct.

· Maintain no less than a 2.5 cumulative undergraduate grade point average and a 2.0 term

· grade point average.

· Be registered, during Fall and Spring semesters, for no less than fifty (50) percent of

· his/her classes at the campus he/she represents.
Must be available every Wednesday at 3:30pm to attend mandatory General Meeting and Executive Cabinet Meetings
Each candidate must submit the following: 

· A completed application 

· A resume detailing work and extra-curricular experience

· A personal statement, which should, in no more than (300) words, summarize why you should be a member of the 2011-12 Executive Cabinet 

· Any additional materials, as required by the position that you are applying for

Executive Cabinet Requirements

The Executive Cabinet must meet the following requirements: 

· Attend Executive Cabinet meetings every Monday at 3:00pm and General meetings every Wednesday at 3:30pm. 

· Maintain ten (5) office hours per week

· Submit short reports weekly on the progress of the Cabinet to the Chief of Staff.

· Meet once monthly with all Department Directors pertaining to position
Each Executive Cabinet Director must meet the following requirements: 

· Attend Executive Cabinet meetings every Mondays at 3 pm and General meetings on Wednesday at 3:30pm

· Maintain five (5) office hours per week 

· Submit short reports  weekly to the Chief of Staff 

These are basic requirements that members of the executive cabinet, will be required to fulfill. For detailed information on specific requirements for each executive cabinet position, please refer to the “Executive Cabinet Position Descriptions.”

Executive Cabinet Position Descriptions

a. Comptroller

The Comptroller will serve as the chief financial officer of the SGC-BBC, and as the Chairperson of the SGC-BBC Budget Committee, capacity in which he/she will play an integral role shaping the 2012-13 Activity and Service Fee Budget. Candidates should have extensive experience with preparing budgets and managing finances of organizations. A candidate who has an academic background in Finance, Accounting or Public Administration is preferred, but not required. The Comptroller will be expected to: 

· Maintain a minimum of fifteen (15) office hours per week
· Serve as the Chief Financial Officer for SGC and SGC funded entities
· Administer and ensure that all laws as expressed in Article III of the University Wide Statutes are faithfully executed and enforced
· Host at the beginning of each semester a Treasurer’s workshop providing information and support to all SGC funded organizations outlining SGC finance rules and obligations
· Attend all Senate Finance Committee Meetings as an ex officio member
· Attend all Senate Operational Review Committee Meetings
· Shall have the power to request meetings with executive officers of A&S funded departments, organizations, and other affiliated SGC funded entities to submit monthly expenditures statements for review
· Address questions and/or concerns, and upcoming funding opportunities alongside the finance committee
· Review all A&S Fee fund expenditures prior to being submitted to the SGA Accounting Office
· The Comptroller has forty-eight (48) hours to approve or reject any expenditure, after forty-eight (48) hours the expenditure may be considered approved without signature of the Comptroller
· Rejected expenditures must have the approval and signature of the SGC President
· Prepare and defend the budget of the SGC-BBC
· Have any other duties as expressed in the Constitution and/or by an act of legislation by the legislative branch
Other Expected Duties shall include:
· Conduct research on how other universities appropriate student activity and service fees and present findings to the President, Vice President and the Operational Review Committee
· Prepare a proposed 2012-13 Student Activity and Service Fees Budget by October 1, 2011 for consideration by the President, Vice President and the Senate, so as to allow for an ease in budget deliberations in the spring of 2012
b. Chief of Staff 

The Chief of Staff will serve as the manager of the Executive Cabinet. Candidates will be expected to:
· Work with the President to remove Executive Cabinet members who fail to meet regulations and requirements
· Attend Executive Cabinet meetings every Monday, General meetings every Wednesday, as well as attend Executive Board meetings.

· Assist in filling vacancies within the Executive Cabinet

· Submit formal reports monthly on the progress of the Executive Cabinet to the President

· Meet at least once weekly with the President to discuss the progress of the Executive Cabinet
· Attend and chair every Executive Cabinet meeting

· Attend all Executive Board meetings as an official member
· Have all cabinet members turn in reports on progress and assist the cabinet in fulfillment of projects as deemed necessary
· Give full reports to the President on the progress of the cabinet members and their projects weekly
· Help delegate any tasks that are not being completed due to vacancies
c. Executive Assistant

The Executive Assistant will be required to assist the President with daily operational tasks. Tasks include, but are not limited to:  

· Handling the President’s schedule 
· Answering the telephone regarding the President’s schedule 
· Attend meetings alongside the President as deemed necessary and take notes.
· Take general meeting notes and minutes according to Sunshine State Laws for all general council meetings
· Perform any other tasks as assigned by the President
d. Special Projects Coordinator
The Special Projects Coordinator will be responsible for executing the President’s, Vice President’s, and Directors’ visions with regard to special projects that SGC-BBC will undertake. The ideal candidate should have experience in event planning and programming. The Special Projects Coordinator will be expected to: 

· Facilitate the First Generation Scholarship Benefit Project
· Facilitate any other special projects as requested by the President and Vice President, in conjunction with the respective Department Director(s)
e. Academic Affairs Coordinator

The Academic Affairs Coordinator will be responsible for: 

· Meeting with University administrators in academic advising at least once a month.
· Handling the academic issues seen in the SGC-BBC concern boxes
· Planning at least one event to aid students in academics per semester
· Serve as the student representative on any Academic Committee the President assigns
· Meeting with academic advising to tackle the issues students are having
f. International Student Services Coordinator

The International Student Services Coordinator will execute the President’s vision in regards to international students. The International Student Services Coordinator will be required to: 

· Attend general meetings of all student organization whose focus is on engaging international students

· Facilitate town hall meetings at least once per semester for International Students

· Facilitate an International Student Survey in the fall 2011 semester 

· Meet with University Administrators in the Office International Student and Scholar Services at least once a month. 

· Meet with the International Students and Scholar Services (ISSS) Office at least once a month
g. Director of External Relations and Outreach 

The Director of External Relations and Outreach will execute the President’s vision with regard to community engagement. The ideal candidate will be required to: 

· Reach out to alumni for all SGA events as well as hosting at least one alumni event
· Reach out to the community for all SGC-BBC events
· Meet with University Administrators in the Department of External Relations at least once a month
· In charge of reaching out to MMC for SGC-BBC projects
· Coordinate at least one special project per semester in tandem with the Special Projects Coordinator, and with the approval and at the discretion of the President

h. Marketing Coordinator

Candidates for the position of Marketing Coordinator should have experience in developing marketing and advertising strategies, and must preferably have an academic background in communications and/or journalism. The Marketing and Publications Coordinator will be required to: 

· Work in tandem with the University’s Department of Campus Life in designing student handbooks

· Develop and execute a year-long marketing strategy designed to promote SGC-BBC

· Be in charge of the recruitment of all SGC-BBC vacancies as well as the retention of all positions
· Work with the Director of Academic Affairs to facilitate any academic workshops for the council
· Spearhead all SGC-BBC recruitment initiatives
i. Press Secretary

The Press Secretary will serve as the Director of Communications of SGC-BBC and must have some experience with media and communications. The ideal candidate will preferably have an academic background in Communications, Journalism, or English. The Press Secretary will be expected to facilitate the following: 

· Monthly Press Conferences 

· Press Releases

· Memorandums

· Media Advisories

· Position Statements

· Train and have interns under him/her

· Manage the social media sites

· Create an online go green SGC-BBC newsletter to inform the student body of SGA.
j. Director of Governmental Relations

The Director of Governmental Relations will execute the President’s vision with regard to influencing SGC-BBC on the local, state and national legislation on issues of concern to FIU students. The Director of Governmental Relations will serve as the President’s political advisor with regard to relationships between the branches of student government, between student government and university administrators, between student government and student media and between student government and local, state and national governments. The ideal candidate will have served on the Executive Committee (or its equivalent) of a CSO registered political student organization, or interned/worked with local and/or state political figures. The ideal candidate would preferably have an academic background in Political Science or Public Administration. The Director of Governmental Relations will be required to: 

· Attend and facilitate FIU Day in Tallahassee

· Attend and facilitate the USSA LegCon in D.C.

· Meet with University Administrators in the Office of Governmental Relations at least once monthly

· Work with the Press Secretary to create position statements with regard to pressing local, state and national articles of legislation that affect FIU students

· Inform the President of any pressing issues in the state and national level to be able to tackle them as a united FIU front. 

· Register students to vote and hosting any voting projects

k. Director of Internal Relations

The Director of Internal Affairs will execute the President’s vision in regards to the internal Biscayne Bay Campus issues. The Director of Internal Relations shall be in charge of the following: 

· Ensure that departments and councils are following proviso languages and giving both the President and Comptroller updates on those findings.
· Will oversee the maintenance of the SGC-BBC concern boxes.

· Ensure that all councils funded by SGC-BBC are attending 2 general council meetings per  month by working hand in hand with the councils to ensure transparency. 

· Put on one SGC-BBC council town hall meeting per semester.

· Inform the cabinet of issues that students are facing and what SGA can do to help as well as bridge the gap between students and SGA
l. Special Events Coordinator

The Special Event Coordinator will be responsible for executing the President, Vice President, and Directors visions with regard to events that SGC-BBC will undertake. The ideal candidate should have extensive experience in event planning and programming. The Special Event Coordinator will be expected to: 

· Coordinate SGC-BBC signature events as well as any events deemed necessary by the Cabinet and Executive Board
· Represent the SGC-BBC on any event-planning committees, as sanctioned by the SGC-BBC President

· Plan the annual Town Hall Meeting as specified in the SGC-BBC Statutes

· Plan the High Achievers Award as specified in the SGC-BBC Statutes

· Aid in the planning of  “Day on the Bay”  in conjunction with the Office of 

Environmental Affairs
· Plan and execute further events as specified in the SGC-BBC Statutes and as  sanctioned by the SGC-BBC President & Vice President

l. Intern Coordinator
The Intern Coordinator will be responsible for facilitating the SGC-BBC Intern Program. The ideal candidate will have served as a facilitator in one of the following programs: Academy of Leaders, Panther Camp or Peer Advisor. The Intern Coordinators will be responsible for: 

· Facilitate the 2011-12 Intern Program and turn in a tentative program schedule to the President no later than July 1st
· Plan and facilitate the intern retreat

· Chair all of the intern weekly meetings
m. Athletics Campaign Manager 

The Athletics Campaign Manager will be responsible for facilitating the SGC-BBC athletics campaign as well as increasing the awareness of sports at FIU to the student body at BBC. The ideal candidate will have a familiarity to the sports at FIU, as well as experience in managing events and attracting attention to sporting events. The Athletic Campaign Manager will be responsible for: 

· Facilitating the 2011-12 SGC-BBC Athletics Campaign 

· Shirts, flyers, and any other giveaways to promote athletics 

· Promotion of selected sporting events, at least one male and one female sport
· Meeting with the athletics department to further enhance SGA and Student relationships with staff from the Athletics Department
· Attending all Athletics Committee meetings 
· Forming a committee that has bi-weekly meetings to help with the athletics campaign
n. Elections Board Commissioner

The Elections Board Commissioner will facilitate the 2012 general elections. The ideal candidate will have either served on the Elections Board or have some significant experience in event planning and programming, or preferably both. The Elections Commissioner will be expected to: 

· Staff the entire Elections Board (1 Deputy Commissioner, 5 members) 

· Develop a strategy to facilitate the 2012 general election by no later than November 1st
· Facilitate, in tandem with the Elections Board the 2012 general election

· Be in charge of working hand-in-hand with SGC-MMC on the elections process and ensuring that elections are in sync 
Basic Information 
Name: _____________________________ Panther ID: ___________ DOB: _____/_____/____

Address _________________________________ City__________ State_____ Zip________

Home Phone Number: ___________________ Mobile Phone Number: ________________

E-Mail Address: ________________________Major:_________________________

Credits Earned to date: _______ Anticipated Graduation: ________ GPA: ______

Classification:  Freshman

Sophomore

Junior

Senior

Executive Cabinet Selection

Please list, in order of preference, the positions you would like to be considered for within the Executive Cabinet: 

1.___________________________________________________________________

2.___________________________________________________________________

3.___________________________________________________________________

4.___________________________________________________________________

5. __________________________________________________________________

Additional Information 

All candidates must remit their extra-curricular and/or professional resumes. Candidates who wish to be considered for the position of Press Secretary must submit a writing sample no more than 500 words along with their application. All candidates, once approved must allow the Student Government advisor to do a semester grade check to ensure all members eligibility adhere to the constitution.
Denise Marie Halpin

SGC-BBC President

DHalp002@fiu.edu 

Please be sure to turn in everything required to the SGC-BBC clerk or front desk in WUC 301.  Falsification of any information within the candidate’s consideration package will result in non-consideration of the candidate’s application. On behalf of Student Government, we would like to thank you for your interest in the Student Government Council of the Biscayne Bay Campus.

Signature_________________________________________________Date_________
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