RESPONSIBILITIES OF STUDENT SECTION OFFICERS

Student sections generally have the following elected officers: president, secretary, and treasurer.  Some sections combine the offices of secretary and treasurer.  Any individual considered for election as a student section officer must be an AADE Student Member in good standing.  All elected officers, along with the faculty sponsor, and Chapter Liaison constitute the executive committee.

The term of office for all student section officers is generally one academic year.  Consider holding elections of new officers no later than April 1st.  In doing this, your newly elected officers can receive mentoring from the past officers before school ends. This also allows the outgoing officers the time to complete the annual report while the new officers are conducting the operations of the section.  
PRESIDENT
The president is the chief officer and leader of the student section.  He/she is responsible for guiding the student section and developing the organization into an effective group to meet the needs of his/her school, Student Members, and the AADE.

He/she assumes all executive responsibilities of the section not otherwise delegated.  He/she is the chief spokesperson and contact with the section's sponsoring chapter.  However, he/she may not make any public statements or communicate with the media on behalf of AADE without the express written permission of the National President of AADE.
His/her job is certainly the most important and demanding position in the student section.  Duties and responsibilities include the following:

1. Presides at all student section meetings. The chairman president should be familiar with accepted parliamentary procedures (Robert’s Rules of Order).

2. Chairs the executive committee.

3. Plans and coordinates student section meetings to ensure worthwhile, well-planned agendas.

4. Monitors and motivates student section officers.


5. Communicates regularly with Student Section Liaison from the sponsoring chapter.  
6. Conduct election of new section officers in April and confirm with the election guidelines listed in the by-laws.

7. At the close of the academic year, the president prepares the annual report and financial statement and sends it to the Section Liaison from the sponsoring AADE Chapter.

8. Upon leaving office at the end of the academic year, the outgoing president should transfer all records necessary to the operation of the section to the incoming president.

SECRETARY

It is the responsibility of the secretary to attend all meetings of the section and executive committee and to record all important decisions made in those meetings in written form.  Specific duties include the following:
SECRETARY CONT.

1. Records the minutes of the section and executive committee meetings.

2. Notifies the Student Section Liaison of the sponsoring AADE Chapter of significant events in the section, including officer elections.

3. Maintains all AADE forms necessary for the correct operation of the section.

4. Submits the Membership and Meetings/Events List to the sponsoring chapter no later than November 1st of each year.

5. Assists the president in communicating with the faculty advisor, and the sponsoring AADE chapter, normally through the Section Liaison.

6. Publicize section meeting and events being held to membership through email and any social media outlets.

7. Ensure the annual report is completed by the outgoing president and submitted to the sponsoring chapter.

TREASURER

The treasurer is the financial officer of the section and as such it is his/her responsibility to monitor and keep exact records of the section’s funds.  Specific duties include the following:
1. Receives all money and pays all debts of the section authorized by the executive committee.

2. Makes necessary deposits and withdrawals from section bank accounts or collects receipts and documentation for reimbursement of expenses or replenishment of cash advance if the Chapter funds the Section in this manner.

3. Prepares academic-year budget for approval by the executive committee.

4. Prepares financial statement at the academic year end for the executive committee to submit to the faculty sponsor for certification.

5. Collects and records all dues paid and owed.

STUDENT SECTION FACULTY ADVISOR
1. Serves as the official liaison between the section and the school, and, (with the Section President) between the Section and the Student Section Liaison from the sponsoring AADE Chapter.

2. Advises the section on formation and implementation of its goals, objectives, and programs.

3. Attends as many of the section meetings as possible.  Is available to student section members as much as possible.

4. Ensures that the section understands the role of the AADE as a technical/professional organization.

5. Attends AADE chapter meetings when possible. 
