March of Dimes 2011-2012 officer positions:


Internal president: 
1. run general meetings
2. run officer meetings including officer reports
3. representing the club well (informative, reliable, responsive, etc)
4. make sure everyone is doing their job
5. scheduling rooms and ring road spaces

6. organize tabling/UCI events

7. coordinate meeting planning

External president: 
1. contact with OC MoD office/coordinate MoD events
2. Organize the Walk for Babies (signing up as a team)
3. Organize the NICU Tour and Barnes and Nobles Shifts

4. Brainstorm new ideas for fund raising 

5. Help promote fundraisers and the walk

6. Connect the club to community service events related to the mission

7. High School and Community/ other clubs on campus Outreach

8. Organize Volunteers for events


Secretary: 
1. send out the weekly e-mails

2. take notes at officer and general meetings; send them to the officers

3. within the notes, highlight important events or tasks for certain officers to accomplish during the week

4. answer any e-mails sent to the club account

5. add new member's e-mails to the mailing list

6. create sign-up sheets for events like car washes, tabling



Treasurer: 

1. Keep exact and detailed records of how much money we earn and spend
2. Write down dates and events, things bought, and costs

3. Keep receipts with names of the people reimbursed 

4. Buy snacks for meetings. Be frugal

5. Deposit money into the ASUCI club account after big fundraisers
6. Monitor MOD funds online

7. Withdraw the funds to be donated at the Walk for Babies
8. Keep tabs on who has what supplies 

9. Update the club on funds and our donation goal weekly

Event/social planner: 

1. plan socials 

2. plan and organize retreats

3. snacks/refreshments at general meetings 

4. make ice breakers for meetings 

5. end of the year banquet

Fundraising: 
1. Organize and plan SUCCESSFUL fundraisers monthly or more
2. Make necessary calls and communicate with fundraiser of choice

3. Organize actual fundraisers and make necessary plans/lists of items needed (ex: canopy, forks, napikins etc.)

4. must be innovative and look for profitable events 
Publicity/relations: 
1. make posters for events/meetings and prematurity awareness
2. create facebook events, inviting all MOD members
3. encourage people to join the facebook group
4. make fliers

5. submit to Anteater Weekly
6. keep in touch with other clubs and schools


Webmaster: 
1. Facebook administrative duties, including maintaining the webpage and messages

2. Take and upload photos onto the website/facebook

3. Show the correct place and time of meetings for each quarter on the website

4. Keep the website main page updated with important dates and events

5. Keep the website calendar updated with meetings and events

