Operation Smile UW Chapter
Officer Applications
Officers will hold their position from this Fall 2011 through next Spring 2012. If selected, 2011-12 officers will be required to attend training sessions this quarter (Spring 2011). For each position, please answer all the questions in less than 500 words. You may apply for up to three different positions. 
( Submit this application online through a Catalyst drop-box using your UW net ID at this link: 
https://catalyst.uw.edu/collectit/assignment/jbdg/15337/58082 
	
	(When you are uploading your application on Catalyst, it will look like nothing has happened after you click browse and select the file you want to upload. So once again, if it looks like nothing happened, don’t worry.  If you want to confirm that I got the application, you can send me an e-mail at jbdg@uw.edu)
 


Due Date: Sunday, April 24, 2011 at 10:00PM
Name:
E-mail:

Phone Number:

Year:

Major:

What interests you most about Operation Smile?
Officer Positions Available: You may apply for up to three different positions. 
· President

· Vice-President
· Secretary

· Treasurer
· Public Relations

· High School Chapter Liaison
· Historian/Webmaster

President

As the president of Operation Smile UW Chapter, you will have the greatest responsibility in overseeing all activities of the club and working with other leaders. The duties of the president are to preside over association meetings, keep in contact with Operation Smile Headquarters and the local chapter, represent the association in person and correspondence, provide leadership to see that goals are being met, ensure all past and current commitments are being carried out, and other duties deemed necessary. The president shall countersign all checks and confirm all other major decisions. 

1) Have you ever had to lead a group of people (at least 20 people)? For what occasion? How did it go?




2) None of the leaders are getting along and no one is showing up to the meetings. How will you organize and motivate your fellow leaders/members to fix this problem?

Vice President

As the vice president of OPSUW, your duties vary from working in close proximity with the president as well as with members. The vice president enforces the policies and objectives to ensure that the club maintains its values and meets established goals. Under the direction of the president, the vice president is also responsible in organizing club meetings and events as well as managing members and day-to-day activities. Most importantly, the vice president will perform the duties of the president in the vent of his/her absence and other duties deemed necessary. 

1) What do you see as the significance of having a vice president in such a small club? How will you apply your view?




2) There is a disconnect between what the president wants and the opinion of the rest of the committee members about an event in 3 weeks. You have limited time. What do you do to fix this dilemma given your time constraint? 

Secretary

As the secretary of OPSUW, you will be responsible for documenting meeting minutes and taking attendance at meetings. You will also be responsible for sending the final copies of meeting minutes which shall be typed and sent to the president and e-mailed out to all the members. You will also take care of the OPSUW e-mail account. You will also be responsible for maintaining a current events calendar and a current phone list of all members. You will also be maintaining regular communication between members of the board via email to keep everyone up to date. 

  
1) What administrative experience and/or skills do you have that would help you in your role?




2) There is a deck of cards strewn about the floor. How would you go about organizing it back to the original deck and why?




Treasurer

OPSUW’s main focus will be to raise funds to help children receive the proper treatment for their facial deformity. Therefore, it’s very important the treasurer keep tracks of all expenses. 

As the treasurer, you will be in charge of:
-Keeping track of any and all costs incurred.
-Maintaining a record of all costs from previous years and updating the record.
-Keeping the board updated about the financial status of the organization. 

-Be aware of how much is being spent on any given occasion and what the impact of that spending will have the financial status of the organization.
-Managing the organization’s bank account.
  

1) Have you ever managed a bank account? Do you have experience with fiscal responsibility?



2) There is a banking error. OPSUW is missing $300 from its account. What would you do?


Public Relations

As the public relations chair of OPS, you will be responsible for the recruitment and retention of membership. The public relations chair also coordinating and leading tabling events on and off campus. You will also be responsible for promoting organization meetings and events campus-wide. The public relations officer is also in charge of either creating or assigning members tasks to create any materials needed for promotion of events or for tabling. You will also be in charge of managing our Facebook account as well as using it to promote OPS and its activities. 

1) What experience, if any, do you feel prepares you to be a strong public relations representative for OPSUW? 




2) Suppose our chapter had only two weeks to get at least 200 people to attend our event. What would be your plan of action, and why? Please be specific.

High School Chapter Liaison
Involving local high schools in activities, events, fundraisers etc. is one of the primary goals for OPSUW this year; OPSUW wants to reach younger students and work with them to coordinate activities and raise awareness. As the HS Chapter Liaison, you will be in charge of compiling and updating a list of local high schools which have operating chapters. You will also have to remain in contact with the lead person of the high school chapters. Moreover, you will design and lead projects or fundraisers with the high schools. 

1) Did you hold any type of leadership position during your high school career (ex: ASB, student organizations)?  Were you involved in coordinating or promoting any activities or fundraisers? 





2) This will be the first time that Operation Smile UW Chapter reaches out to high school chapters. How do you plan to initiate this relationship, and how would you generate excitement among the high school students? Please be specific. 




Historian/Webmaster

As the historian and webmaster, you will be responsible for maintaining and updating the website when needed. You will also be in charge of taking and collecting pictures from the organization’s events in addition to posting them on the website shortly after the event. You will also need to keep the OPS officer’s Catalyst GoPost up to date and organized. You are also responsible for keeping a record of all OPS activities and fundraisers as well as keeping any published statements, speeches, and newspaper articles related to OPSUW. 

1) Throughout the year OPSUW contacts many people (organizers, venue owners, managers, PRs of other organizations) in an effort to put on fundraisers, events, and other activities; How would you organize and maintain a record all contacts? 



2) Are you capable of formatting a webpage? How could you improve our current website? Please be specific. 
Website: http://students.washington.edu/opsmile/ 

