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USC Program Board

Executive Application ’12-‘13

EXECUTIVE DIRECTOR

The Executive Director (ED) advocates for and represents the programming branch of the Undergraduate Student Government. The ED serves as a liaison to other University offices and works to build relationships that will aid the programming directors. The Executive Director is responsible for the overall vision, management, and administration of Program Board. This is a paid position.

RESPONSIBILITIES INCLUDE:


•
Oversee and coordinate Program Board member activities. 


•
Act as a liaison to USG and University Administration. 


•
Positively represent Program Board and advocate for their needs to Undergraduate




Student Government and Administration. 


•
Uphold and enforce policies and procedures of Program Board and the USG Constitution



and By-Laws. 


•
Direct an ongoing recruitment program. 


•
Act as a source of information and support to all Program Board members. 


•
Plan and attend all Program Board retreats and training sessions. 


•
Meet with directors individually once every two weeks. 


•
Submit an annual report to the Program Board Advisor. 


•
Attend Program Board committee/assembly meetings a minimum of once per semester



per committee/assembly. 


•
Attend Program Board committee/assembly events a minimum of twice per semester per



committee/assembly. 


•
Call and chair weekly Program Board meetings (Tuesday 6-7 PM). 


•
Communicate regularly with Graduate Advisors, Program Board Advisor, and Finance



Director, including leading weekly Program Board Executive Committee meetings. 


•
Maintain 18 weekly office hours in the Program Board office.

QUALIFICATIONS


•
Experience planning and implementing programs. 


•
Excellent interpersonal, communication, and mediation skills. 


•
Extensive leadership experience. 


•
High-quality relationships with administrators.
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FINANCE & ADMINISTRATION DIRECTOR

The Finance & Administration Director maintains the daily operations of the Program Board office.  The FD manages the office staff and works to improve office operations to make them more cost effective and useful to the programming directors.  The Finance Director is responsible for the financial stability and overall well-being of Program Board.  This is a paid position.

RESPONSIBILITIES INCLUDE:

· Manage daily operational and administrative needs.

· Enforce Program Board and University expenditure policies.

· Act as a source of information and support to all Program Board members.

· Assist in the planning of and attend all Program Board retreats and training sessions.

· Provide account balances to each director every two weeks.

· Reconcile all accounts on a monthly basis.

· Prepare monthly and semesterly financial reports for the Executive Committee.

· Prepare finance report to Senate at least twice a semester. 

· Assist Program Board Advisor in hiring, training, and supervision of office staff.

· Submit a semester report to the Program Board Advisor.

· Meet twice per month with each director.

· Attend Program Board committee/assembly events a minimum of once per semester per committee/assembly.

· Attend weekly Program Board meetings (Tuesday 6-7 PM).

· Communicate regularly with Graduate Advisors, Program Board Advisor, and Executive Director, including attendance at weekly Program Board Executive Committee meetings.

· Maintain 16 weekly office hours in the Program Board office. 

QUALIFICATIONS

· Experience planning and implementing programs.

· Experience creating and managing a budget.

· Good working knowledge of spreadsheet software and basic computer skills.

· Experience in hiring and/or recruitment preferred.

· Ability to multitask and prioritize projects.
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Which position(s) are you applying for:  ( EXECUTIVE DIRECTOR 

                                                               ( FINANCE & ADMINISTRATION DIRECTOR  

Name:  _______________________________________ Year:  _______________

Date of Birth:  ________________________ Major:  _______________________

Local Address: _________________________________________________________________

Phone/Mobile:  _________________________ E-mail: _________________________________

Please attach a 3 to 4-page document, double spaced, with your answers to the following questions (do not exceed the page limit).
General Questions:

1. What is the role of Program Board at USC? 

2. What is your vision for Program Board?

3. What does leadership mean to you and what kind of role model would you like to be for Program Board members?
4. What is your personal motto?  Explain how that will apply to Program Board.
Executive Director Questions*:

1. What is the first priority for this position?  Explain your answer.

2. Discuss what methods you use to build teams and give an example when you have implemented these methods.

3. What does a “tough decision” mean to you? Explain a time you made a “tough decision”.

Finance and Administration Director Questions*:

1. What is the first priority for this position?  Explain your answer.

2. Explain a situation when you have had to be strict to a fellow coworker or team leader.
3. What experience have you had with managing budgets and reporting results to large groups?
*If you are applying to both positions please answer both supplemental question segments.

Please submit this application form, essay responses, and a professional resume to the USC Program Board office (TCC 224).  Completed applications are due by 6:00 PM on Tuesday, February 28th.
