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Sample Officer Roles & Responsibilities 
High School:  
President 
· Preside over all meetings according to accepted parliamentary procedure and approve an 
agenda for each meeting. 
· Keep members and discussion on track during meetings. 
· Connect frequently with other officers, members, and advisers. 
· Call special meetings as necessary. 
· Represent the chapter at special functions. 
· Demonstrate the qualities of a leader. 
· Plan and prepare documents for all activities. 
 
Vice President 
· Preside over meetings in the absence of the president. 
· Oversee all committees or teams and management of assignments. 
· Assist the president. 
· Take charge of preparing the Local Chapter Annual Business Report. 
 
Secretary 
· Provide the president with an agenda for each meeting. 
· Prepare the local chapter Program of Work (with collaboration from all officers). 
· Prepare and read all minutes of meetings (preparing minutes means taking accurate notes of motions according to the state guidelines; such minutes should be readily available at all meetings). 
· Read communications at meetings. 
· Handle general correspondence of the chapter. 
· Keep an accurate membership and attendance roll. 
· Count and record votes when taken. 
Treasurer OR Vice President of Financial Development 
· Receive and act as custodian of chapter funds. 
· Keep accurate, up-to-date financial records. 
· Assist in the collection of money for dues and money-making projects, such as fundraising activities. 
· Prepare a treasurer’s report for each meeting. 
 
Reporter/Historian OR Vice President of Communications/Public Relations OR Director of Social Media 
· Prepare news releases or articles about your chapter’s activities within one week of the event. 
· Post information on the chapter’s social media accounts, such as Instagram, and the chapter website. 
· Maintain a history of the chapter. 
 
Parliamentarian 
· Ensure that chapter meetings are conducted in an orderly manner according to the rules of parliamentary procedure. 
· Assist chapter members in understanding the basic purpose of parliamentary procedure. 
· Advise the presiding officer and other chapter members on parliamentary 
procedure. 
 


Collegiate: 
President 
· Preside over and conduct all meetings according to accepted parliamentary procedure and prepare an agenda for each meeting. 
· Keep members/officers and discussions on track during meetings. 
· Stay in close touch with other officers, members, and advisers. 
· Call special meetings as necessary. 
· Represent the chapter at special functions. 
· Demonstrate the qualities of a leader. 
· Plan and prepare documents for all activities. 

Executive Vice President 
· Preside over meetings in the absence of the president. 
· Oversee all committees or teams and management of assignments. 
· Assist the president. 
· Provide the president with an agenda for each meeting. 
· Prepare the local chapter Program of Work (with collaboration from all officers). 
· Work with the VP of Communications to promote national celebrations and conferences 
· Lead efforts to prepare the State of the Chapter report. 
 
Vice President of Financial Development 
· Receive and act as custodian of chapter funds. 
· Keep accurate, up-to-date financial records. 
· Prepare a treasurer’s report for each meeting. 
· Assist in the collection of money for dues and money-making projects, such as fund-raising activities. 
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