Vice Chair of Internal Affairs and Communication
· Plan a fall retreat and spring transition program

· Facilitate group development and interpersonal relationships of SAC through training, workshops, and social activities in collaboration with the Chair
· Visit each committee’s meeting at least once per semester, to encourage committee development, and act as a liaison between the Executive Council and Committees

· Keep log of active members

· Keep meeting minutes to General Council and Executive Council members and post the minutes on Blackboard within 48 hours after the meeting

· Maintain all areas of Blackboard including: calendar, minutes, voting surveys, and contact info

· Serve on the General Council as a voting member

· Create, prepare, and evaluate coordinator binders

· Coordinate office hours for coordinators and executive board members

· Facilitate evaluation of the organization, its programming, and its leadership at least once per semester

· Preside over the General Council and Executive Council meetings in the absence of the Chair

· Other duties as assigned by SAC Chair or SAC Advisor

General responsibilities of all coordinators:

· Check messages weekly in the SAC office

· Attend at least one event sponsored by every coordinator

· Sit at least two office hours per week

· Develop committees

· Attend and participate in all mandatory events (Homecoming, Springfest, Involvement Expo, Recruitment Night, and fundraisers)

· Evaluate all programs.

