PRSSA Executive Board Member Descriptions

President

The president will maintain an effective stream of communication among all executive board members and all general members while also keeping an updated e-mail list. Responsibilities also include but are not limited to passing all appropriate information to any other officers for purposes of meeting agenda(s), all UA PRSSA publications, group e-mails and Web news in a timely manner. The president will be solely responsible for organizing all UA PRSSA meetings. In addition, the president will attend at least 2-3 PRSA meetings per semester, as their board has offered free meeting attendance to the PRSSA president. He or she will also be responsible, while planning with advisors, for directing the planning for a UA PRSSA regional event, attending the expense-free PRSSA Leadership Rally in Scottsdale, Arizona in June, maintaining communication with other PRSSA Chapter Presidents within the region and the PRSSA National Board, developing the objectives/vision for the UA PRSSA Chapter within all aspects of the organization (i.e. fundraising, membership, communications) and attending the annual PRSSA National Conference and PRSSA National Assembly. If unavailable to attend any national or regional event, he or she must find another officer or member to attend and represent the chapter.  

Vice President

The vice president will be directly in charge of programming. He or she will schedule speakers for monthly meetings and arrange speaker accommodations (i.e., thank you cards, gifts, etc.). The vice president will act as a liaison between PRSA and PRSSA, informing them of our meetings and events. He or she will also co-chair all fundraising efforts, including establishing a fundraising committee, with at least one fundraising campaign per semester. The vice president will be prepared to stand in and assume presidential responsibilities at any given time if any situations may arise.

Capstone Agency Director

The Capstone Agency director will manage the public relations efforts for any client. Responsibilities include but are not limited to acquiring Capstone Agency members, delegating account managers and committees for each client, checking activity progress on all committees and meeting with clients as needed. The Capstone Agency Director will organize frequent meetings with account managers and advisors to review all client progress. The Capstone Agency director will also be responsible for acquiring clients.

Director of Public Relations

The director of public relations will be responsible for publicizing all information about general member meetings and conferences via fliers and PRSSA bulletin board in a timely manner. The bulletin board will be updated at least monthly or as the need arises. The director of public relations will work with the Web communications director to keep the UA PRSSA social media (Facebook, Twitter and YouTube) up to date. The director of public relations will maintain an effective branding campaign for UA PRSSA. The director of public relations will submit all intended publications to advisors and executive board for approval. 

Secretary

The secretary will be responsible for recording all minutes during PRSSA executive board meetings, general member meetings and any other meetings directly relating to UA PRSSA. The secretary will take attendance at all PRSSA meetings and give attendance report(s) at subsequent meetings. The secretary will maintain presentations with minutes/information directly from PRSSA general member meetings to present to a variety of APR classes on a monthly basis to give an overview of PRSSA activities and to boost membership and stimulate continued interest.

Treasurer

The treasurer will be responsible for maintaining all financial information for UA PRSSA. Responsibilities include but are not limited to securing all membership dues, donations and monies from Capstone Agency and writing all checks for reimbursement as deemed necessary by UA PRSSA advisors. The treasurer is also responsible for managing the bank access transfer from treasurer to treasurer elect at the end of his or her officer term.

Director of Web-based Communications

The Director of Web-based Communications will be responsible for keeping updated information, as deemed necessary by advisors and executive board, and contributing relevant content to the UA PRSSA Web site. This information may include–but is not limited to–the PRSSA mission, UA PRSSA officer and member information, minutes from meetings, dates for upcoming UA PRSSA meetings and conferences, community service, fundraising campaign(s), pictures and any other news. This position also manages UA PRSSA social media accounts on YouTube, Twitter and Facebook, which involves engaging with viewers, followers and fans, as well as keeping content and information relevant and current. 

