Fairfield University Student Association

Executive Cabinet Application

Due Date: March 13, 2009
Positions Available (You may apply for more than one position)
Executive Cabinet Positions

- Executive Director of Programming- Secretary of Academics

- Secretary of the Interior

- Secretary of Marketing and Public Relations

- Secretary of Student Life
- Secretary of the Treasury

- Chair of SOBOG
Appointment Process: Appointments are made by the FUSA President and Vice President followed by a review by the joint Class Council - Senate Committee. Ultimate approval is made by a majority vote of the Senate.
Interviews: Please be prepared for both a formal interview and follow up interview with the FUSA President and Vice President. Executive Cabinet Interviews will take place from March 14th -18th
Responsibilities and Time Commitment: Please carefully read over the position descriptions and time commitments outlined in this packet. These are the commitments someone in each position will be expected to fulfill. Application packets are available in the FUSA Office and Barone Campus Center Room 212.
Successful Candidates for any position will have:


- Strong Leadership



- Organizational Skills

- Time Management Skills


- Understanding of responsibilities
- Commitment to work with others 

- Enthusiasm for betterment of community
- Ability to hold others accountable 
Your Application Should Include: 
- Cover Letter (Including Positions Applying for in order of Preference)

- Resume


- List of times available for interviews
- Responses to the following questions
- How do you define successful leadership?
-  What are your time commitments next year? How will you balance these commitments with your FUSA Responsibilities? 
- What ideas can you offer regarding how FUSA can improve next year?
Please review the following position descriptions and answer the questions at the bottom of the page for the position(s) you are applying for
Please submit your application in a pocket folder to the “Application Drop Off” Box located in the FUSA Office by 4:00pm on March 13th. After you drop off the application please email FUSA President Jeffrey Seiser at 10_jseiser@stagweb.fairfield.edu to confirm that your application has been received and inquire about your interview time. Your application will be reviewed and an interview time will be emailed to you shortly thereafter. 
Please contact FUSA President Jeffrey Seiser at 10_ jseiser@stagweb.fairfield.edu if you have any questions or if extenuating circumstances arise. Thank you for your interest and I look forward to beginning work with the 2009-2010 FUSA Team!
Chair of SOBOG

Role and Responsibilities
Responsibilities of the Board of Governors

· To provide guidance, trainings and services to student clubs and organizations

· To work with students to develop clubs that meet their interests

· To review and approve the constitutions of clubs seeking University recognition

· To review requests for funding made by student clubs and organizations

· Responsible for club promotional events such as Activities Fairs and Open Houses

Chair of the Board of Governors

· Acts as the spokesperson of the student clubs and organizations to the rest of FUSA 

· Reports on the activities of student clubs and organizations to the rest of FUSA

· Leads the governors in fulfilling their responsibilities listed above

· Leads the vice chairs in fulfilling their responsibilities

· Leads the process of reviewing funding requests made by student clubs and organizations 

· Leads and coordinates all meetings of the Board of Governors and General Assembly Meetings
· Delegates responsibilities among Vice Chairs and Board of Governors
· Oversees the management of the SOBOG Budget

· Appoints replacement governors with approval of the Board of Governors

· Holds the right to call special meetings, telephone or email votes and allocate funds without consultation of the board if the amount is less than $100

· Fulfills FUSA Office Hours Commitment, while ensuring that SOBOG fulfills their Office Hours Commitment as well
· Communicates with FUSA Vice President regarding engagement opportunities for General Committee
· Meets weekly with SOBOG Executive Board

· Attends FUSA Community Builders and Training Sessions
· Attends weekly Executive Cabinet meetings
· Meets and works with Advisor from the Office of Student Activities
Time Commitments
Spring 2009

March 23rd- April 1st- Interview Candidates for SOBOG Vice Chair Positions

April 2nd, 3rd- Present Vice Chair Appointments to Senate Review Committee for Approval


April 4th (Morning) - FUSA Hunger Clean Up Team 

April 13th (11am-8pm) – Executive Cabinet Training Day

April 22nd (6-8pm) - FUSA Inductions and Awards Dinner
April 24th (Night) - FUSA Relay for Life Team

May 1st (11am-3pm) - Spring FUSA Training 

Summer 2009 Opportunities

July 8th-12th- National Jesuit Student Leadership Conference, Creighton University (paid for by FUSA)
Stay in contact with the FUSA President, the Board of Governors and Advisor on a regular basis

2009-10 Academic Year
August 28th- Executive Cabinet Early Move In and Training 

August 29th-31st- FUSA Training/Retreat

Weekly SOBOG Meetings (Wednesday 5:00-6:30)

Weekly Meetings with Advisor

Weekly FUSA Executive Cabinet Meetings (Tuesday 5:00-6:30)
Weekly SOBOG Executive Board Meetings
Monthly General Assembly Meetings
FUSA Office Hours 

Fall Leadership Conference

January 15, 2010- FUSA Early Move In/Training

Spring Leadership Conference

Please answer the following questions if you are applying for Chair of SOBOG. Feel free to research or contact the current FUSA leadership regarding any of the questions listed below. Also attach any other information you feel would strengthen your application.
1.) How do you view the role of Chair of SOBOG?

2.) What do you think is the purpose of the Student Organization Board of Governors and how does it support the mission of FUSA?

3.) How can FUSA incorporate programs sponsored by student clubs and organizations into its year long programming plan?

4.) What do you feel are the factors that SOBOG should consider when reviewing a funding request?

5.) In what ways can SOBOG provide support to student clubs and organizations?

6.) What ideas do you have to improve the effectiveness of General Assembly Meetings next year?

Executive Director of Programming

Role and Responsibilities
Responsibilities of FUSA Programming Board

· Responsible for planning Programming events that include but are not limited to the following:

· Thursday, Friday and Saturday late night programming

· Concerts
· Presidential Ball

· Siblings Weekend

· Dogwoods

· Cultural Celebrations
· Multicultural Mondays
· Lectures

· Athletics Promotion and Support
· Fairfield Fridays
Responsibilities of the Executive Director of Programming

· Leader of the FUSA Programming Board

· Establishes a programming template for the academic year   

· Ensures that the FUSA Programming Board is meeting all of its responsibilities and performing to its highest potential
· Delegates responsibilities throughout FUSA Programming Board
· Meets with other boards within FUSA in order to gather feedback and facilitate effective communication

· Manages the programming budget with assistance from the Director of Finance and Advisor
· Will appoint and direct all members of the FUSA Programming Board

· Fulfills FUSA Office Hours requirement, while ensuring that the Programming Board fulfills their commitment as well
· Communicates with FUSA Vice President regarding engagement opportunities for General Committee
· Attends FUSA Community Builders and Training Sessions

· Attends weekly Executive Cabinet meetings
· Meets and works with Advisor from the Office of Student Activities
Time Commitments
Spring 2009

March 23rd- April 1st- Interview Candidates for Programming Director Positions

April 2nd, 3rd- Present Programming Appointments to Senate Review Committee for Approval


April 4th (Morning) - FUSA Hunger Clean Up Team 

April 13th (11-8pm) - Executive Cabinet Training Day

April 22nd (6-8pm) - FUSA Inductions and Awards Dinner
April 24th (Night)-FUSA Relay for Life Team

May 1st (11am-3pm) - Spring FUSA Training 

Summer 2009 Opportunities

June 1st- Begin work at Fairfield University

July 8th-12th- National Jesuit Student Leadership Conference, Creighton University (paid for by FUSA)
Stay in contact with FUSA President, Programming Board and Advisor on regular basis

2009-10 Academic Year
August 28th- Executive Cabinet Early Move In and Training 

August 29th-31st- FUSA Training/Retreat

Weekly Meetings with Advisor

Weekly FUSA Executive Cabinet Meetings (Tuesday 5:00-6:30)
Weekly Programming Board Meetings (Monday 5:00-6:30)
Fall Leadership Conference

January 15, 2010- FUSA Early Move In/Training
Spring Leadership Conference
Please answer the following questions if you are applying for Executive Director of Programming. Feel free to research or contact the current FUSA leadership regarding any of the questions listed below. Also attach any other information you feel would strengthen your application.
1.) How do you view the role of the Executive Director of Programming?

2.) What ideas can you offer regarding how the programming board can improve next year?

3.) How would you go about establishing a schedule of programs for next semester? How would you go about involving the Programming Directors in this process especially over the summer months?

4.) How would you go about collaborating with student clubs and organizations in programming next year? How can SOBOG partner with you in this initiative?

5.) Please provide a sample agenda for a programming meeting you would lead next year.
Secretary of Academics

Role and Responsibilities

· To be the executive officer of all Academics related initiatives within FUSA. This person is responsible for working with students, faculty and administrators to support student advocacy in areas that include but are not limited to: 

· Academic Advising

· Academic Diversity

· Admissions

· Commencement

· Computing and Network Services

· Core Curriculum

· Course Evaluations

· Faculty Development

· Financial Aid

· Honorary Degree Selection

· Living and Learning Communities

· Registration

· Study Abroad

· Maintain regular communication with the Dean of each College and the Senior Vice President for Academic Affairs

· To manage student representation on various university committees that focus on academic related issues

· Plan and coordinate the Peer Advising Fair that occurs during every registration period 
· Delegate responsibilities among other members of FUSA

· Communicates with FUSA Vice President regarding engagement opportunities for General Committee

· Communicates and works closely with the Secretary of Student Life to further the initiatives of FUSA
· To Attend all meetings of the Senate Academics Committee

· To Attend all meetings of Senate Executive Board 

· To serve on the Faculty Academic Council (Occurs on the first Monday of month at 3:30pm)

· Attend FUSA Training Sessions and Community Builders
· Fulfills FUSA Office Hours Commitment
· Attends Executive Cabinet Meetings which occur on a weekly basis
· Meets and works with Advisor from Office of Student Activities
Time Commitments
Spring 2009


April 4th (Morning) - FUSA Hunger Clean Up Team 

April 13th (11am-8pm) - Executive Cabinet Training Day

April 22nd (6-8pm) - FUSA Inductions and Awards Dinner
April 24th (Night)-FUSA Relay for Life Team

May 1st (11am-3pm) - Spring FUSA Training 

Summer 2009 Opportunities

July 8th-12th- National Jesuit Student Leadership Conference, Creighton University (paid for by FUSA)
Stay in contact with FUSA President and Advisor on a regular basis

2009-10 Academic Year
August 28th- Executive Cabinet Early Move In and Training 

August 29th-31st- FUSA Training/Retreat

Weekly Meetings with Advisor

Weekly FUSA Executive Cabinet Meetings (Wednesday 5:00-6:30)
Weekly Senate Academics Committee Meetings

Weekly Senate Executive Board Meetings

Meetings with faculty leadership and administrators within the academic division 

FUSA Office Hours

Fall Leadership Conference

January 15, 2010- FUSA Early Move In/Training

Spring Leadership Conference

Please answer the following questions if you are applying for Secretary of Academics

Feel free to research or contact the current FUSA leadership regarding any of the questions listed below. Also attach any other information that you feel would strengthen your application.
1.) How do you view the position of Secretary of Academics?

2.) What are your ideas on how the Peer Advising Fair can be improved for next semester?
3.) Please provide information on FUSA’s course evaluations initiative. What do you think needs to be done to further the progress that has been made?

4.) What do you think are the major academic related student concerns on campus? Please select three of these concerns, explain what has been done to address them and provide and action plan of what FUSA should do next year to provide healthy results. 
Secretary of the Interior

Role and Responsibilities

· Responsible for promoting a quality FUSA Team and establishing a sense of community among all boards and members of FUSA

· Responsible for planning and coordinating monthly Community Builders

· Responsible for working with Board Leaders to coordinate Community Building Activities within individual boards

· Responsible for working with the Office of Student Activities to establish a quality FUSA Training Program that includes: 
· FUSA Training Retreats and Seminars

· Opportunities for engagement of FUSA members at the Fall and Spring Leadership Conferences

· Programs that promote leadership development within FUSA

· Mentor and provide support to FUSA Class Councils

· Lead weekly class council meetings

· Stay in constant communication with Class Councils

· Provide mentorship and training to Class Councils 

· Provide support to class councils in coordinating events and representing class
· Build mentoring and collaborative relationship among Class Council Members
· Responsible for working with the Vice Chair of Senate to introduce freshman Senate and Class Council members to the rest of FUSA and guide them to a successful first year

· Works with the Secretary of Marketing and Public Relations in assembling FUSA bi-weekly internal newsletter

· Communicates with FUSA Vice President regarding engagement opportunities for General Committee
· Fulfills FUSA Office Hours Commitment

· Attends FUSA Community Builders and Training Sessions

· Attends weekly Executive Cabinet Meetings
· Meets and works with Advisor from Student Activities

Time Commitments
Spring 2009


April 4th (Morning) - FUSA Hunger Clean Up Team 

April 13th (11am-8pm) - Executive Cabinet Training Day

April 22nd (6-8pm) - FUSA Inductions and Awards Dinner
April 24th (Night)-FUSA Relay for Life Team

May 1st (11am-3pm) - Spring FUSA Training 

Summer 2009 Opportunities

July 8th-12th- National Jesuit Student Leadership Conference, Creighton University (paid for by FUSA)
Stay in contact with FUSA President and Advisor on a regular basis
2009-10 Academic Year
August 28th- Executive Cabinet Early Move In and Training 

August 29th-31st- FUSA Training/Retreat

Weekly Meetings with Advisor

Weekly FUSA Executive Cabinet Meetings

Weekly Class Council Meetings (Wednesday 5:00-6:30)
FUSA Office Hours

Fall Leadership Conference

January 15, 2010- FUSA Early Move In/Training

Spring Leadership Conference

Please answer the following questions if you are applying for Secretary of the Interior Feel free to research or contact the current FUSA leadership regarding any of the questions listed below. Also attach any other information you feel would strengthen your application.
1.) How do you view the role of the Secretary of the Interior?

2.) Please provide a sample list and descriptions of some of the community builders you would like to plan for next year. 

3.) What do you feel should be the goals of the FUSA Training Retreat at the beginning of next semester? What would you plan for this overnight retreat in order to accomplish these goals? Please be advised that this retreat may not be occurring at Camp Jewell.

4.) How can FUSA be more engaged in the Fall and Spring Leadership Conferences?
5.) What is the role of the Class Councils and how do they support the mission of FUSA?

6.) What ideas can you offer in regards to improving the class councils for next year?

7.) How would you introduce freshman senators and class council members to the rest of FUSA and guide them to have a successful first year?
Secretary of Marketing and Public Relations

Role and Responsibility
· Leads FUSA in marketing the organizational goals and initiatives to the Fairfield University Community

· To develop methods of marketing FUSA that includes but is not limited to:

· FUSA Website

· Facebook

· Podcasts

· Posters/Flyers/Banners/Bulletin Boards
· Press Releases to Student Media Outlets
· State of the University Address

· Stagtracks

· Youtube Account

· To utilize campus media to market FUSA to the Fairfield University Community. These outlets include but are not limited to:

· Campus Currents
· First Year Mentors
· Freshman Orientation

· HAM Channel

· The Mirror

· Resident Assistants

· Resource 25

· Students 411

· University Announcements

· WVOF

· To lead and meet with the following individuals on a regular basis to maintain effective marketing throughout FUSA. 

· Secretary of the Interior

· Programming Directors of Publicity 

· SOBOG Vice Chair of Communication

· Senate Vice Chair and Publicist

· Webmaster

· Collaborate with the Secretary of the Interior to create a bi-weekly FUSA internal  newsletter

· Accumulate email list of Fairfield University Students interested in receiving regular emails regarding FUSA goals, initiatives, programs and general updates
· Coordinate the FUSA Wide Meeting which occurs twice per semester

· To record the minutes of Executive Board Meetings and make them available on the FUSA Website
· Communicates with FUSA Vice President regarding engagement opportunities for General Committee
· Fulfills FUSA Office Hours Commitment

· Attends FUSA Community Builders and Training Sessions
· Member of the Executive Cabinet which meets on a weekly basis
· Works and meets with Advisor from Office of Student Activities
Time Commitments
Spring 2009


April 4th (Morning) - FUSA Hunger Clean Up Team 

April 13th (11am-8pm) - Executive Cabinet Training Day

April 22nd (6pm-8pm) - FUSA Inductions and Awards Dinner
April 24th (Night)-FUSA Relay for Life Team

May 1st (11am-3pm) - Spring FUSA Training 

Summer 2009 Opportunities

July 8th-12th- National Jesuit Student Leadership Conference, Creighton University (paid for by FUSA)
Stay in contact with FUSA President and Advisor on a regular basis

2009-10 Academic Year
August 28th- Executive Cabinet Early Move In and Training 

August 29th-31st- FUSA Training/Retreat

Weekly Meetings with Advisor

Weekly FUSA Executive Cabinet Meetings (Tuesday 5-6:30)
FUSA Office Hours

Fall Leadership Conference

January 15, 2010- FUSA Early Move In/Training

Spring Leadership Conference

Please answer the following questions if you are applying for Secretary of Marketing and Public Relations. Feel free to research or contact the current FUSA leadership regarding any of the questions listed below. Also attach any other information you feel would strengthen your application.
1.) How do you view the role of Secretary of Marketing and Public Relations?
2.) Please establish a FUSA wide marketing strategy. What is the purpose of each resource used and how will it assist FUSA in communicating with the student body? List how you would develop each resource and gain the support of other FUSA members. 

3.) Please make up a sample FUSA Wide Newsletter regarding the results of the recent FUSA elections. This newsletter should both be something students will read and something that conveys the necessary information.

4.) Please attach a sample press release announcing the results of the recent FUSA Elections.

Secretary of Student Life

Role and Responsibilities

· To be the executive officer of all Student Life related initiatives within FUSA. This person is responsible for working with students, faculty and administrators to support student advocacy in areas that include but are not limited to:
· Athletics

· Bookstore

· Career Planning

· Dining Services

· Diversity

· Green Campus Initiatives

· Health Services

· Living and Learning

· Off-Campus Housing

· Public Safety

· Student Housing

· Transportation

· Chairs the FUSA Diversity Committee which brings together all FUSA members working on diversity related initiatives. This committee includes members from:

· Senate Student Life Committee

· Senate Academics Committee

· Cultural Celebrations Programming Directors

· SOBOG Governors

· To manage and coordinate student representation on university committees that focus on student life issues

· Maintains regular communication with the Vice President of Student Affairs and his/her associates
· Maintains regular communication with the directors of various University Offices that fall within the Administrative and Student Affairs Division
· Works closely with Secretary of Academics to further the initiatives of FUSA

· Delegates responsibilities among other members of FUSA
· Attends all meetings of the Senate Student Life Committee

· Attends all meetings of Senate Executive Board 

· Attends FUSA Community Builders and Training Sessions
· Fulfills FUSA Office Hours Commitment

· Communicates with FUSA Vice President regarding engagement opportunities for General Committee
· Member of Executive Cabinet which meets on a weekly basis
· Meets and works with Advisor from the Office of Student Activities
Time Commitments
Spring 2009


April 4th (Morning) - FUSA Hunger Clean Up Team 

April 13th (11am-8pm) - Executive Cabinet Training Day

April 22nd (6-8pm) - FUSA Inductions and Awards Dinner
April 24th (Night)-FUSA Relay for Life Team

May 1st (11am-3pm) - Spring FUSA Training 

Summer 2009 Opportunities

July 8th-12th- National Jesuit Student Leadership Conference, Creighton University (paid for by FUSA)
Stay in contact with FUSA President and Advisor on a regular basis

2009-10 Academic Year
August 28th- Executive Cabinet Early Move In and Training 

August 29th-31st- FUSA Training/Retreat

Weekly Meetings with Advisor

Weekly FUSA Executive Cabinet Meetings (Tuesday 5:00-6:30)
Weekly Senate Student Life Committee Meetings

Weekly Senate Executive Board Meetings

Meetings with various administrators within the Administrative and Student Affairs Division

FUSA Office Hours

Fall Leadership Conference

January 15, 2010- FUSA Early Move In/Training

Spring Leadership Conference

Please answer the following questions if you are applying for Secretary of Student Life. Feel free to research or contact the current FUSA leadership regarding any of the questions listed below. Also attach any other information you feel would strengthen your application.
1.) How do you view the role of Secretary of Student Life?
2.) What do you think are the major student life related concerns on campus? Select three of these concerns, explain what has been done to address them and create an action plan of what FUSA should do next year to provide healthy results.
Secretary of the Treasury

Role and Responsibility

· To manage and coordinate the FUSA Budget and any other budgets associated with FUSA

· Responsible for reviewing and processing all FUSA purchase orders and funding requests

· Will work with the FUSA President and the Office of Student Activities in establishing the FUSA Budget

·  Will oversee, lead and meet with the following FUSA financial officials on a regular basis:

· Class Council Treasurers

· Programming Director of Finance

· SOBOG Vice Chair of Finance

· Will meet with the Senate Finance Council on a regular basis to discuss the status of the FUSA Budget 

· Inform the FUSA President of any expenditure over $5,000 

· Responsible for updating Cabinet Members on the state of FUSA Finances on a regular basis

· To serve on the University Budget Committee
· Attend FUSA Training and Community Building Events
· Fulfills FUSA Office Hours Commitment

· Communicates with FUSA Vice President regarding engagement opportunities for General Committee
· Attends weekly Executive Cabinet meetings
· Works and Meets with Advisor from the Office of Student Activities

Time Commitments
Spring 2009


April 4th (Morning) - FUSA Hunger Clean Up Team 

April 13th (11am-8pm) - Executive Cabinet Training Day

April 22nd (6-8pm) - FUSA Inductions and Awards Dinner
April 24th (Night)-FUSA Relay for Life Team

May 1st (11am-3pm) - Spring FUSA Training 

Summer 2009 Opportunities

July 8th-12th- National Jesuit Student Leadership Conference, Creighton University (paid for by FUSA)
Stay in contact with FUSA President and Advisor on a regular basis

2009-10 Academic Year
August 28th- Executive Cabinet Early Move In and Training 

August 29th-31st- FUSA Training/Retreat

Weekly Meetings with Advisor

Weekly FUSA Executive Cabinet Meetings (Tuesday 5:00-6:30)

Regular Meetings with FUSA Financial Officials 

FUSA Office Hours

Fall Leadership Conference

January 15, 2010- FUSA Early Move In/Training

Spring Leadership Conference

Please answer the following questions if you are applying for Secretary of the Treasury. Feel free to research or contact the current FUSA leadership regarding any of the questions listed below. Also attach any other information you feel would strengthen your application.
1.) How do you view the role of the Secretary of the Treasury?

2.) What changes would you make to the way FUSA funds are distributed within the current FUSA Budget? What are the reasons you would make these changes?

3.) What are your ideas on how the status of the FUSA budget can be communicated to the rest of FUSA?

4.) How would you go about providing leadership and support to the Class Council Treasurers, Programming Director of Finance, and SOBOG Vice Chair of Finance?
