AED Officer Position Descriptions 

President

· Qualifications: must be a national member, must be able to attend all the meetings, and be able to perform all the duties below

· Initiating and developing projects for our organization to attend/perform

· Presiding over all meetings

· Responsible for all the other officers duties if they are not performed

· Responsible for creating an agenda prior to each meeting, and possibly a handout of reminders/information for the group

· Speaking with the chapter advisor about our activities

· Responsible for communicating with the officers about the activities and responsibilities they need to perform 

· Organize ONE medical school tour, there will be four in total (USF, UF, FSU, and LECOM) 

Vice-President 

· Qualifications: must be a national member, must be able to attend all the meetings, and be able to perform all the duties below

· Performs in the absence of the president

· Responsible for making sure the attendance is taken at the meeting

· Organize a guest speaker for the second meeting of every month

· Arrange for food for the meeting – yourself or someone else 

· Organize ONE medical school tour, there will be four in total (USF, UF, FSU, and LECOM) 

· Organize the autopsy schedule, and delegate the days to call

· Serves as webmaster for the AED website, updating before and after each meeting

Treasurer 

· Qualifications: must be a national member, must be able to attend all the meetings, and be able to perform all the duties below

· The treasurer must be reliable with money and in general a trustworthy person

· Keeping a detailed and accurate account of the money that is transferred/deposited/withdrawled from the account 

· Deposits all money into the account in a timely fashion

· Accept membership fees from new members with a good GPA, give them a receipt, and have them sign a list detailing the amount of money they turned in and their name

· Deposit the money into the account the day after the meeting

· Take expense receipts from other officers (such as the receipt for the pizza) and write a detailed description of the reason/cost/date/etc of the purchase, and the reimbursing the purchaser

· Provide the Secretary with a final national membership fee check to be sent to the national office within the first month of the semester

· Head a committee at the end of the year to go over the account information and flow of money, then turn in the audit form to the national office

· In charge of getting the account changed over to include themselves as a account member – should be done during the summer before their year in office

· Organize ONE medical school tour, there will be four in total (USF, UF, FSU, and LECOM) 

· Organize a volunteering/service/lecture series event each month

· Post the date/time/place of event

· Have members sign in

· Return form to membership secretary

Secretary

· Qualifications: must be a national member, must be able to attend all the meetings, and be able to perform all the duties below

· After the meeting, they need to post the minutes and important dates and information for the month to the listserv 

· Send out reminder emails to the listserv to inform the members of meetings times, places, and other pertinent information

· Responsible for turning in the national forms with all the required signatures and fees

· In charge of filling out and distributing the membership cards to new members (or national members)

· Responsible for checking the AED mailbox in the Marshall Center weekly

· Organize ONE medical school tour, there will be four in total (USF, UF, FSU, and LECOM) 

· Organize a volunteering/service/lecture series event each month

· Post the date/time/place of event

· Have members sign in

· Return form to membership secretary

Scalpel Reporter

· Qualifications: must have been a member for at least a year, have a science GPA above a 3.0, must be able to attend all the meetings, and be able to perform all the duties below

· The scalpel reporter must be active in the clubs organizations outside of the meetings to be able to report on the happenings of our organization, also the scalpel reporter must have decent writing skills

· Responsible for reporting what our organization does, which is reported as a written document and attached photos

· Reports are due August 1 and December 1


· Organize a volunteering/service/lecture series event each month

· Post the date/time/place of event

· Have members sign in

· Return form to membership secretary

Advertising Secretary 

· Qualifications: must have been a member for at least a year, have a science GPA above a 3.0, must be able to attend all the meetings, and be able to perform all the duties below

· Checking the AED email account for people interested in joining AED, providing them with the necessary information, meeting times, and forms needed

· Subscribing the new members to the listserv

· Recruitment of new members, including:

· Reserving a display case in the Marshall Center in September and January

· Designing a flyer to attract new members, submitting it to the Marshall center for copies, and then creating a committee to distribute the flyer around the science buildings of campus

· Designing a flyer to announce the pre-professional discount on Princeton Review courses, submitting it to the Marshall Center for copies, and creating a committee to distribute the flyers to the pre-professional buildings (including Business, Cooper Hall, Social Science, Psychology, etc)

· Send an announcement to the Honors College in August to announce the recruitment of members on BlackBoard. Include the requirements, GPA, and some of the programs and services we offer. 

· Organize a volunteering/service/lecture series event each month

· Post the date/time/place of event

· Have members sign in

· Return form to membership secretary

Membership Secretary

· Qualifications: must have been a member for at least a year, have a science GPA above a 3.0, must be able to attend all the meetings, and be able to perform all the duties below

· Checking the AED email account for people interested in joining AED, providing them with the necessary information, meeting times, and forms needed

· Subscribing the new members to the listserv

· Distribute a sign-in sheet, and collect at the end

· Collect the applications and transcripts of the paid members

· Verify a 3.0 overall GPA

· Fill out a membership card for the accepted members (those with 3.0 GPA and have paid dues)

· After the meeting, add the new members email addresses to the listserv

· At the end of each semester, calculate which members are on track for the dedicated member program

· Order pins, lavalieres, and honor cords in February/March

· Organize a volunteering/service/lecture series event each month

· Post the date/time/place of event

· Have members sign in

· Return form to membership secretary

