Senior Executive Committee (SEC)
Officer Responsibilities

President
· Elected by the Executive Committee.
· Speaks at Class Day
· Formulates goals and objectives for five-year term with the Executive Committee.
· Evaluates annual performance against goals.
· Completes the Class Activities Report by July 15 each year.
· Carries out the policies set forth in the Class Constitution and by the Executive Committee.
· Supervises officers to ensure performance.
· Appoints the Alumni Council Representative, Head Agent, Newsletter Editor(s), Mini-Reunion Chair(s), Webmaster, Projects Chair(s), Reunion Chair(s), and other positions.
· Calls Executive Committee meetings at least twice a year (in person or via conference call).
· Communicates with the entire class at least twice a year via email or newsletter about class activities and initiatives.
· Promotes and maintains class unity through communications in the class newsletter, Alumni Magazine columns, telephone contacts, mini-reunions and Alumni Fund campaigns.
· Returns to Hanover once a year to attend Class Officers Weekend (September 28th and 29th 2012). 
· Officers pay for their transportation (some funding is available if there is a financial need) and the College pays for lodging and meals.

Vice President
· Elected by the Executive Committee.
· Works closely with the President to carry out managerial responsibilities. 
· May be responsible for specific programs/initiatives within the class and should be ready to fill in if the President cannot fulfill responsibilities.
· Supervises officers to ensure performance.
· Promotes and maintains Executive Committee unity through communications via executive listserv.
· Provides feedback to President in evaluating annual class performance.
· Returns to Hanover once a year to attend Class Officers Weekend (September 28th and 29th 2012).
· Officers pay for their transportation (some funding is available if there is a financial need) and the College pays for lodging and meals.



Class Secretary
· Elected by the Executive Committee.
· Plays a key role in the communication process among class officers and all class members.  
· Works with the Class Newsletter Editor to achieve a balance of published information on classmates.
· Writes the “Class Notes” column in the Alumni Magazine.  This column is the opportunity to report on news about classmates and is published six times a year.
· Reports news in a timely manner and highlights classmates’ letters, info from class officers and general class news including reunion plans, meeting reports, obituaries, etc.
· Returns to Hanover once a year to attend Class Officers Weekend (September 28th and 29th 2012).  
· Officers pay for their transportation (some funding is available if there is a financial need) and the College pays for lodging and meals.

Treasurer
· Elected by the Executive Committee.
· Maintains accurate records of class revenues (dues) and expenses.
· Pays all external and College bills.
· Reports to the President, Class, and College on financial status.
· Develops plan to achieve maximum dues participation from the class.
· Manages dues billings and collections programs.
· Handles the funding of all class projects and other class endeavors.
· Completes the Class Financial Report by July 15 each year.
· Completes the IRS 990 form each year.
· Returns to Hanover once a year to attend Class Officers Weekend (September 28th and 29th 2012).
· Officers pay for their transportation (some funding is available if there is a financial need) and the College pays for lodging and meals.

Alumni Councilor
· Appointed by the President or elected by the Executive Committee.
· Serves a three-year term.
· Represents the class at Alumni Council meetings:
· Brings ideas and concerns of classmates to the attention of the Alumni Council and the College.
· Reports back to the class via the Executive Committee on these matters and any other affairs of the Council and of alumni interest.
· May need to solicit class for opinion or information to bring to Council.
· May report back to the class via special mailings or class newsletters.
· Serves on two committees of the Council as appointed by the Council. 
· Returns to Hanover twice a year to attend Alumni Council meetings (May and December).
· Councilors pay for their transportation (some funding is available if there is a financial need) and the College pays for lodging and meals.


Newsletter Editor(s)
· Appointed by the President or elected by the Executive Committee.
· Works with the Class Secretary to achieve a balance of published information on classmates.  
· Writes the “Class Newsletter” 2-4 times a year.
· Reports news in a timely manner and highlights classmates’ letters, info from class officers and general class news including reunion plans, meeting reports, obituaries, etc.
· Returns to Hanover once a year to attend Class Officers Weekend (September 28th and 29th 2012).
· Officers pay for their transportation (some funding is available if there is a financial need) and the College pays for lodging and meals.

Mini-Reunion Chair(s)
· Appointed by the President or elected by the Executive Committee
· Plays a key role in organizing regional class gatherings (mini-reunions).
· Identifies and oversees regional chairs in major cities where there are large numbers of classmates.
· Initiates class gatherings in several of these regions through the regional chairs.
· Orchestrates the planning and scheduling of class mini-reunions
· [bookmark: _GoBack]Returns to Hanover once a year to attend Class Officers Weekend (September 28th and 29th 2012).
· Officers pay for their transportation (some funding is available if there is a financial need) and the College pays for lodging and meals.

Additional Class Officers
· Head Agents (up to three)
· Coordinates the Annual Dartmouth College Fund drive.
· Webmaster(s)
· Creates and updates the class web page.
· Class Project Chair
· Manages and publicizes the class project.
· Class Listserv Manager
· Creates and maintains class Listserv.
· Class Artist
· Designs class letterhead, logo, and banner.
· Class Photographer 
· Chronicles class events for publication in the Alumni Magazine, class newsletter, and website.
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