Purdue Cooperative Council

Election Packet 2011
Dear Applicant:

Thank you for considering a position on the Purdue Cooperative Council. The following pages make up the election application packet. 
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All applications MUST be typed and emailed to current PCC Vice President of Administration Samantha DeRoo. Applications (only one copy) are due by 5:00 p.m. on Friday, February 18th, 2011 and should be emailed to Samantha DeRoo (sderoo@purdue.edu) with the subject: PCC APPLICATION.
After turning in your application, it will be reviewed by the current members of PCC and house presidents. Elections will be held on Sunday, February 27th, 2011 beginning shortly after 2:00 p.m. in Schleman B038. You must be available for a short interview on this date. Your interview time will be e-mailed to you by Wednesday, February 23rd at the latest. Please notify Samantha ASAP if you have a time slot preference due to a previous commitment. Election results will be announced and applicants will be notified the evening of February 27th following the completion of election of all the offices.    

Dates to Remember:
Monday, January 31st:    
Application available on the website
Friday, February 18th:             Application packets due by 5:00p.m.
Wednesday, February 23rd:  
Interview times should have been e-mailed to you

Sunday, February 27th:          
Interviews/Elections
Purdue Cooperative Council Application

2011-2012
Step 1: Download Application from www.purduecooperatives.org under “Member Resources” on or after January 31st. 
Step 2: Review the job descriptions and talk to people involved in PCC to learn about the mission and functioning of our council and each individual position.

Step 3: Please type your application and know that all information must be factual or your application will be void.

Step 4: Rank the officer positions: 

*To run for a Vice president or President position, you must have a 2.5 GPA.  For an Executive Director/Rush Chair position, you must have a 2.25 GPA.

*Rank offices by interest with 1 being the office you most desire and 13 being an office you will accept but that interests you the least.

* You are allowed to rank or not rank as many positions as you like. 

*If there is an office you will not accept, place an “X” in the box by that position.

*If you leave a box blank, that states you have no order preference for that office, but you would accept the position if elected to serve there.

* If you rank the Men’s/Women’s Rush Chair position, you will be considered for the Rush chair position of your gender. 

Step 5: Fill in your past experiences and answer all questions on the application to the best of your ability. When saving your application, save it as your name.
Step 6: Email applications to current PCC Vice President of Administration Samantha DeRoo by FRIDAY, FEBRUARY 18th, 2011 AT 5:00 P.M.  They should be sent to Samantha DeRoo (sderoo@purdue.edu) and the subject line should read: PCC APPLICATION.
Step 7: Check your e-mail for an “Application Received” e-mail confirmation from Samantha.  If you do not receive one by February 23rd, email her at sderoo@purdue.edu.  

Step 8: An interview time will be assigned to you. Show up at your allotted time slot on Sunday, February 27th, 2011 for an interview with the current council. 
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Officer Descriptions
President
· Official spokesperson of the Cooperative System 

· Chairperson of the PCC and Presidents Council meetings 

· Chairperson of PCC Executive Board meetings 

· PCC representative to Presidents Round Table (PRT) 

· Representative of PCC on various campus-wide councils 

· Bi-weekly meetings with the Office of the Dean of Students 

· Has the vote in case of a tie of the Presidents Council 

· Meet with each officer individually to establish goals and ideas 

· Set and reserve all meeting places and times 

· Generally make sure everything is running smoothly 

VP of Administration
· Coordinates general operations of PCC 

· 2nd in command 

· Runs meetings in the absence of the President 

· Act as PCC representative to any meetings or events that the President is unable to      attend 

· Take attendance at all meetings 

· Take, type, and distribute minutes of Executive Board, PCC, and Presidents    Council meetings 

· Create a checklist of responsibilities for house presidents with each set of minutes 

· Compile an officer directory of contact information at the beginning of each   semester 

· Responsible for maintaining SOPs and PCC constitution 

· Oversees Chief Justice 

· Serves as clerk of the Judicial Board 

· Purchase any needed supplies for the PCC office 

· Update bulletin boards and post announcements in the PCC office 

· Runs callouts or table talks for PCC positions 

· Compile a master list of member emails at the beginning of each semester 
VP of Finance

· Chief financial officer of the system 

· Makes annual budget 

· Collects individual houses PCC dues in the fall semester* 

· Meet with the Business Office for Student Organizations (BOSO) to learn about proper record keeping policies and regulations 

· Keeps accounts, deposits the organization funds, and makes expenditures in a manner approved by BOSO 

· Review and complete all check requests 

· Keep track of all PCC officer budgets and give monthly updates 

· Provide monthly updates to the President and the Office of the Dean of Students 

· Disperse scholarships as directed by the ED of Scholarship 

· Work with house treasurers to answer any questions they might have 

VP of Recruitment (Men’s and Women’s – Pending Approval)
· In charge of recruitment for the entire system all year long 

· Coordinates all aspects of men’s and women’s recruitment 

· Responsible for development and production of the Cooperative Housing recruitment booklet 

· Organize all callouts, admission fairs, Boiler Gold Recruitment presentations, etc. 

· Oversees Men’s and Women’s Recruitment Chairs 

· Oversees the ED of Marketing and the ED of Technology

· Collects recruitment information cards

VP of Cooperative Relations
· Promotes pride and morale in the system 

· Coordinates and promotes inter-Cooperative activities (intramural activities, serenades, All-Cooperative bowling, etc.)
· Responsible for facilitating communication among members 

· In charge of one Cooperative Housing picnic per semester 

· Organize all-member picture each fall 

· Coordinate a council picture each semester 

· Create bi-monthly newsletter for members 

· Assists ED of Alumni Relations with Cooperative Housing Week 

· Oversees ED of New Membership Development, ED of Scholarship, ED of External Relations, and ED of Service and Leadership 

· Set-up Cooperative social event for Grand Alternative Week (i.e. Cooperative cookout) 

· Help plan Scholarship and Awards Banquet

· Oversees the Cooperative Housing Leadership Conference committee
ED of Risk Management
· In charge of the Judicial Board, Appeals Board, and Risk Managers but as a non-voting member 

· Coordinates all activities of Judicial Board 

· Collects all evidence for Judicial Board 

· Oversees checking individual house functions 

· Puts on training and programs for house risk managers 

· Interprets standards of the system 

· Coordinates new member alcohol awareness program during pledgeship (i.e. alcohol 101) 

· Assists ED of New Membership Development with hazing education 

· Reports to VP Administration 

· Meets with house risk managers and socials to make them aware of current 
Purdue/PCC social policies 

ED of New Membership Development
· In charge of new membership development during pledgeship 

· Reviews pledge programs with a committee of selected people 

· In charge of pledgeship review committee 

· Keeps calendar of events for pledgeship activities 

· In charge of pledge orientation/education seminars (i.e. hazing workshop) 

· Coordinates all newly accepted pledge event in spring semester 

· Collects house activation dates 

· Holds at least two meetings in the fall and one in the spring with pledge educators 

· Inform pledge educators of hazing and social policies 

· Facilitate sharing of ideas between houses and discuss issues and improvements 

· Can participate in exit interviews for de-pledges with Cooperative Housing Advisor and review on a case-by-case basis 

· Assist VP of Recruitment with recruitment 

· Survey all new actives on pledgeship process near the end of the spring semester

· Collects program of activities and event calendar from each house in the spring semester preceding pledgeship 

ED of Technology
· Responsible for the maintenance and upkeep of the PCC website and coordinates use of other multimedia and technology 

· Create and maintain relationships with technology companies we partner with 

· Promotes recruitment and alumni connections via website 

· In charge of visual design such as t-shirts, BTV ads, etc. 

· Responsible for the maintenance and upkeep of the computer located in the PCC Office 

· Assists the VP of Recruitment and the ED of Marketing with the graphic design of 
the recruitment booklet and other items as directed 

· Assist in development of callout/recruitment PowerPoint presentations 

· Assist VP Cooperative Relations with the PCC newsletter 

· Assist with check-in at recruitment including pictures, copies, etc. 

ED of Alumni Relations
· Coordinates system outreach, alumni relations, and system events 

· Coordinates and determine dates for All-Cooperative Week/Month in spring and 
fall semesters 

· Take pictures throughout the year to create a photo album for outreach purposes 

· Create and maintain an all-Cooperative alumni database 

· Meet with house alumni chairs as needed 

· Distribute PCC newsletter to alumni 

· Work with outside organizations to plan events, improve Cooperative relations, etc. 

· Assist with planning the Scholarship and Awards Banquet 

· Assist ED of Marketing with recruitment promotion 

ED of Scholarship
· Encourages scholastic development within all Cooperative houses 

· Meets with house scholarship chairs once a month 

· Coordinate selection of Member of the Month and Member of the Year 

· Automatically assumes role as Vice President of SCHOLAR, which requires a 3.0 
GPA or above 

· Plan and coordinate Scholarship and Awards Banquet 

· Work with scholarship chairs of each house to develop house academic goals for each semester 

· Encourage scholarship chairs to improve house GPAs (i.e. incentives, goals, workshops, etc.) 

· Works with the VP of Finance on scholarships 

· Audit study table hours for each house 

· Present a time management workshop at Pledge Orientation 

· Put together a directory that includes everyone member’s name, major, and expected graduation to be used as a reference and for tutoring purposes 

· May develop a Faculty Fellows program for Cooperative Housing 

ED of Marketing

· Responsible for general marketing including, but not limited to: Cooperative brochure, press releases, postcards, flyers, publications, web pages, advertisements, buttons, BTV, residence hall announcements, mass email, movie theater ads, surveys, scoreboards, banners, Electronic Message Board, City Bus ads, Purdue Channel, sheet signs, presentations, dorm talks, Stewart Center display cases, chalk talks, etc. 

· Creates a standing table display board early in the fall semester 

· At his/her discretion may appoint a marketing team consisting of: 
• Director of Marketing 
• Director of Public Relations

• Director of Publications 

· Hold marketing team meetings and delegate jobs to individual house marketing chairs 

· Create calendar with list of marketing tools, dates, deadlines, etc. for own use and provide with evaluations of activities to future ED of Marketing 

· Coordinate marketing projects pairing PCC officers with individual houses not their own during recruitment 

ED of Service and Leadership

· Promotes community service, philanthropy projects and general community outreach 

· Work with individual house philanthropy chairs to promote their own philanthropies 

· Coordinate a minimum of one All-Cooperative philanthropy per semester 

· Coordinate one blood drive each semester 

· Establish a relationship with the Boiler Volunteer Network 

· Collaborate with philanthropic coordinators in other campus organizations 

· Plan and coordinate bi-annual (August and January) PCC Officer retreats with assistance from PCC President and Advisor

Men’s and Women’s Recruitment Chairs
· Work together between the Men’s and Women’s Recruitment Chairs

· Make Formal and Informal Recruitment schedules

· Oversee the proceedings of the actual formal recruitment days

· Collect potential member registration

· Divide potential members into groups on the day of Formal Recruitment

· Put recruitment applications together by group, drop them off at each house

· Have copies of extra applications for when women and men check in for Formal

· recruitment

· Bring nametags and markers

· Organize Conflict

· Make a survey to evaluate recruitment

· Keep House chairs informed on conflict and recruitment plans/changes

· Be responsible for providing rank cards so there are plenty when women rank (rank cards should be sealed with their name on the outside – make sure they know that they should rank as many as possible to increase their chances of getting into a house).

· Reserve interview rooms for individual houses to utilize on Formal Recruitment Dates

· Assist the V.P. of Recruitment in any matters pertaining to Recruitment

· Hold All Cooperative Recruitment meetings

Purdue Cooperative Council Application
Please complete this application and return it by 5:00 p.m. on Friday, February 18th, 2011.  Email your application to Samantha DeRoo (sderoo@purdue.edu) with the subject: PCC APPLICATION.  If you have any questions regarding officer positions or this application, please call Samantha DeRoo at 317-340-0989.
* A candidate must have a minimum 2.5 GPA to run for President/VP positions and a 2.25 to run for Executive Director or Rush Chair positions.

* Rank offices by interest with 1 being the office you most desire and 13 being an office you will accept but that interests you the least.

* You are allowed to rank or not rank as many positions as you like. 

* If there is an office you will not accept, place an “X” in the box by that position.

* If you leave a box blank, that states you have no order preference for that office, but you would accept the position if elected to serve there.

* If you rank the Men’s/Women’s Rush Chair position, you will be considered for the Rush chair position of your gender. 

	NAME:
	HOUSE:

	CUMULATIVE GPA:
	E-MAIL:


	RANK
	POSITION

	
	President

	
	VP of Administration

	
	VP of Finance

	
	VP of Recruitment

	
	VP of Cooperative Relations

	
	ED of Risk Management

	
	ED of New Membership Development

	
	ED of Technology

	
	ED of Alumni Relations

	
	ED of Scholarship

	
	ED of Marketing

	
	ED of Service and Leadership

	
	Men’s/Women’s Rush Chair


Please answer the following questions to the best of your ability.  

	House Involvement (offices held, contributions, etc.):

	


	PCC Involvement (anything to do with Cooperative Housing that was not specifically for your own house): 

	


	University-related Clubs and Activities (organization, offices held, duties, etc.):

	


	Off-campus activities: 

	


	What do you see as the Cooperative System’s greatest strengths? 

	


	What do you see as the Cooperative System’s greatest weaknesses?

	


	What are your goals, objectives, and challenges for the position(s) you have selected?

	


	Please note any additional comments/facts the President’s Council could find necessary.  

	


Thanks for filling out an application to be a part of the 2011-2012 Purdue Cooperative Council. We wish you the best of luck! (
� EMBED Unknown ���





PAGE  
5

[image: image2.wmf]Purdue Cooperative Council

Officer Hierarchy

ED Risk Management

Chief Justice

VP Administration

ED External Relations

ED Scholarship

ED New Membership Development

ED Service and Leadership

VP Cooperative Relations

VP Finance

ED Marketing

ED Technology

VP Recruitment

President

_1232024228.bin

