USGA Job Descriptions 

Executives

President

· Serve as official contact person for general business 

· Represent USGA at Board of Trustees meetings 

· Meet regularly with the University President 

· Meet regularly with Chairs of GOA, AAA and SLA 

· Attend at least one assembly meeting for each assembly each term

· Build and maintain rapport with other organizations and the community at-large 

· Vote during Joint Sessions to resolve ties.

· Serve as the official representative of the USGA the University and the community at-large.

· Serve as the official representative of USGA to non-Drexel student governments.

· Preside over and prepare agendas for Joint Sessions of the USGA.

· The President will review legislation passed by the Assemblies or the Joint Session as a sign of final approval. If the President wishes, however, he or she is permitted to veto such legislative actions up to seventy-two hours after they are passed by notifying the Vice President in writing. Any legislation not vetoed after seventy-two hours will be automatically enacted.

· File President's Report for USGA Annual Proceedings 

Vice President

· Serve as a voting officer on the Health Sciences Student Council 

· Educate USGA officers on the operations of government 

· Engage in organization development activities 
· Assist USGA officers in developing leadership abilities

· File Vice President's Report for USGA Succession Report 

· Supervise compilation of USGA Succession Report 

· Maintain the Constitution and the SOP's 

· Monitor the internal workings of the organization and facilitate smooth operation of the Assemblies.

· Serve as the official representative of USGA to other Drexel student governments.

· Serve as a voting officer during Joint Sessions.

· Serve as the coordinator of legislative operations for the USGA and must review SOP changes to ensure that no document conflicts arise.

· Fulfill the duties of the President in his or her absence.

· Meet regularly with the University Executive Vice President

· Any responsibilities or duties not expressly delegated to other officers, any of the Assemblies, or the Joint Session will default the Vice President.
The Vice President will then sensibly delegate them the appropriate USGA officer or body. 

Officers

Assembly Chair General Responsibilities

· File Annual Proceedings for represented assembly

· Attend meetings of assembly officers when possible

· Review and approve USGA Annual Proceedings submissions from other assembly chairs
· Set goals and objectives for represented assembly and review progress each term

Government Operations Assembly

GOA Chair Responsibilities 

· Maintain contact with University offices as necessary 

· Maintain contact with Office of Judicial Affairs to ensure appointment of University Hearing Board
· Work with the Vice President to coordinate governance, policy, and officer development initiatives 

General GOA Officer Responsibilities

· Submit report to assembly chair for USGA Annual Proceedings

· Guide the procedural and structural evolution of the organization

· Prepare legislation relating to internal policies, including amendments to the Constitution and SOPs

· Oversee elections proceedings

Personnel Director 

· Accept and file personnel paperwork, including resignations, misconduct charges, and election/appointment applications 

· Notify officers accused of misconduct violations as prescribed in the SOPs 

· Serve as a UGSA ombudsman in resolving internal conflicts 

· Serve as USGA liaison to the University's Office of Human Resources

· Make sure officers become CEO certified and keep them informed of CEO events 

· Serves as voting officer during USGA Joint Sessions

Archivist 

· Record minutes at all Joint Sessions and distribute within a reasonable amount of time 

· Make arrangements for another officer to record the minutes in the event of absence (default to other assembly secretaries) 

· Compile and file the USGA Annual Proceedings 

· Serve as the USGA liaison to University Libraries

· Work with the Vice President to ensure accuracy and consistency of USGA documents

· Maintain contact with University media outlets including The Triangle and The Drexel Daily Digest

· Meet at least once a term with The Triangle
· Develop news releases and coordinate their release with other USGA officers

· Record all news releases and other USGA publications for Annual Proceedings

· Order office Supplies 

· Pick up orders from Student Life Office

Events Director

· Schedule at least one joint USGA activity per term 

· Schedule facilities and assist with logistics for all USGA events 

· Plan annual Student Life Awards Banquet, USGA involvement in Activities Unlimited and any other event in which USGA is co-involved

· Work with USGA subcommittees in their event planning

· Develop internal and external events 

· Keep in contact with CAB for any student outreach they need for campus activities

· Serves as voting officer during USGA Joint Sessions

Media and Marketing Director

· Develop USGA promotional strategies

· Design, create and order USGA promotional materials

· Create posters for USGA events

· Design graphics to support USGA mission and activities

· Work with other USGA officers to effectively market USGA

· Ensure proper branding of USGA in all external areas

· Serves as voting officer during USGA Joint Sessions

Street Team Director

· Manage the USGA Street Team

· Increase an work with USGA student outreach initiatives

· Serve as liaison between Street Team and USGA 

· Promote events and initiatives at the request of USGA

· Work with other officers to ensure all request are met with a coordinated response

· Extend invitations to Street Team officers for all USGA events

· Serves as voting officer during USGA Joint Sessions

Technology Director

· Maintain all USGA Web sites

· Maintain USGA computers and other technical hardware

· Help design and implement new systems when the need arises

· Serve as administrator to all USGA groups on social networking Web sites

· Serve as liaison between IRT and USGA

· Serves as voting officer during USGA Joint Sessions

Treasurer

· Create annual budget and adjust it as necessary

· Educate officers on USGA monetary requests, specifically that officers must get President and/or Treasurer approval. 

· Serve as liaison to SAFAC

· Serve as liaison to Office of the Bursar 

· Serves as voting officer during USGA Joint Sessions

Student Life Assembly

SLA Chair Responsibilities

· Attend Board of Trustees Student Life and Building and Properties subcommittee meetings

· Meet at least once per term with the Dean of Students 

· Meet at least once per term with the Senior Vice President for Student Life and Administrative Services

· Maintain contact with the Division of Student Life and Administrative Services

General SLA Officer Responsibilities

· Meet at least once per term with specified counterpart

· Conduct at least one open forum with counterpart per year for constituents (can be a combined event with multiple counterparts)

· Submit report to assembly chair for USGA Annual Proceedings

· Consider student life issues brought to the USGA

· Consider University administration issues as they relate to student life

· Maintain correspondence with University Student life personnel

· Serve as voting officers during Joint Sessions

· Represent respective constituents
· Promote multiculturalism across Drexel
Commuter Representative 
· Counterparts: Assistant OCA Director for Commuter and Graduate Student Programs and Services, Commuter Assistants
Residential Living Representative

· Counterparts: RLO Director, University Housing Office, RAs and RHA
Greek Life Representative

· Counterparts: Director of Fraternity and Sorority Life, Greek councils
International Student Representative

· Counterparts: Executive Director of International Students Scholars, International Student Advisory Board
Student Organization Representative

· Counterparts: Office of Campus Activities Director, Leadership Assistants
· Interface with student organizations

· Interface with student organization regulation bodies (Student Activity Fee Allocation Committee, Space Allocation Committee)

Athletics Representative

· Counterpart: University Athletics Director
· Interface with SAAC

Transfer Student Representative

· Counterpart: Assistant Office of Campus Activities Director of Transfer and Off-Campus Student Programs, Transfer Assistants
Academic Affairs Assembly

AAA Chair Responsibilities

· Coordinate efforts with the Office of the Provost, including scheduling and attending meetings with its staff
· Attend or delegate other AAA officer to attend Faculty Senate meetings periodically

· Maintain contact with academic and administrative offices such as the Student Resource Center 
· File AAA Annual Proceedings form for USGA Annual Proceedings 

General AAA Officer Responsibilities

· Meet at least once per term with the Dean of respective college/school

· Assist in organization of at least two fireside chats (open forum meetings for college/school, preferably with Dean or appointed counterpart) per year

· Serve as liaison between USGA and organizations within college/school

· Submit report to assembly chair for USGA Annual Proceedings

· Consider academics-related issues brought to the USGA

· Consider University administration issues as they relate to academics

· Serve as voting officers during Joint Sessions

Co-Op Representative

· Counterpart: Steinbright Career Development Center director
