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Thank you for your interest in applying for an Officer position with the Campus Activities Board (CAB). We are very excited to be starting the selection process for next year’s board. In order to aid you in the application process, we have compiled this packet of information. 

All positions on the Campus Activities Board are open and we are accepting applications for them at this time.

How to use this packet of information:

1. Look through the packet and find out who we are and what we can offer you.

2. Select the position(s) from the “Description of CAB Positions” sheet that you are interested in applying for.

3. If you decide that you want to make a difference on campus by becoming a member of CAB, fill out the attached application and return it to the Campus Activities Office in UC 3402.
If you have any questions, please contact me at 903-565-5796. I will be more than happy to help you become a part of the Campus Activities Board!

Thank You again for your interest and good luck from the Campus Activities Board

Sincerely,
Jennifer
Jennifer Skinner
CAB Advisor
Student Development Specialist

UC 3402
903.565.5796

Jennifer_Skinner@uttyler.edu
CAB Executive Positions Job Descriptions
President

· Coordinate and oversee the direction of CAB

· Serve as the student representative and primary spokesperson on all matters relating to CAB

· Meet regularly with Advisor regarding staffing, operations and programming ideas, concerns and budget

· Develop the agenda for all meetings and preside over all CAB meetings

· Maintain professional contacts with other programming boards through membership in professional associations deemed appropriate

· Coordinate the arrangements for conferences, workshops, and conventions, as necessary

· Assists in the planning of CAB retreats

· Maintain all personnel matters including attendance, rosters, committees, etc

· Meet regularly with the Vice President

· Assist in selection process of new officers

 Vice President

· Assume the duties of President in his/her absence

· Obtain class schedules and office hours for each officer.

· Contact person for all student organizations seeking co-sponsorship of activities

· Meet with Advisor and President on a regular basis to review the budget.

· Serve as SGA Liaison and attend SGA General Assembly meetings to represent CAB

· Report SGA General Assembly minutes to CAB officers at meeting following the general assembly

· Assist in selection process of new officers

Director of Communications

· Lead and oversee the development of brochures, posters, website and other publicity materials for CAB events and recruitment

· Design and implement a recruiting plan for CAB membership.  Take the lead in recruiting when there is a need for new members and volunteers

· Record, prepare and present minutes of all officer meetings.

· Chair the Marketing committee & delegate committee members to market each event sponsored by CAB

· Serve as Historian for CAB and create scrapbook of activities for the year.

· Assist in selection process of new officers

All Committee Chairs (Novelties, Cinema, Concerts & Comedians, Late Night Programming)

· Attend executive and general board meetings

· Hold weekly committee meetings

· Recruit for their individual committees

· Meet weekly with advisor

· Plan and execute campus wide programs according to committee specialty

· Attend your committee’s events and support those of other CAB committees

· Serve as a liaison between the executive board and your committee

· Any other duties as assigned by the President

· Assist in selection process of new officers

· Each chair should expect to interact with other chairs and committees being that some events overlap into more than one area of events
Concerts & Comedians Committee Chair

· Responsible for maintaining an ongoing series of comedic performances

· Creating and maintaining diverse musical programs 

· Choose with their committee concerts, acoustic performers, local and nationally touring performers

· In charge of all facets of the comedy/concert programs from selection of events to day-of coordination.

Novelties Committee Chair

· Responsible for planning, and coordinating novelties, game events, and dances for the campus

· In charge of all facets of the novelty programs from selection of events to day-of coordination

· Responsible for coordinating volunteers to work the extent of the novelty

Cinema Committee Chair

· Responsible for researching, planning, and coordinating a movie series on campus

· In charge of all facets of the movie programs from finding what movies students want

· Responsible for ordering the movies to be shown on campus

· Responsible for, with committee, deciding what snacks to serve and coordinating the shopping trip to retrieve the snacks and drinks

· Responsible for reserving the popcorn, snow cone, daiquiri machine, etc if committee decides on using them
Late Night & Weekend Programs Committee Chair

· Responsible for researching, planning, and coordinating all events labeled as late night or weekend programming

· Expected to be involved in all facets of the late night and weekend programming process including the selection of such events and the night or weekend of coordination

· Expected to work with late night and weekend programming committee to create and implement new late night and weekend programming that would encourage attendance from resident students as well as commuters

· Should be available to work some weekends on events planned for such

CAMPUS ACTIVITIES BOARD (CAB)

APPLICATION FOR DIRECTOR POSITIONS

Name: 













Address: 





  Phone:












  E-mail:





Major/minor: 





  Birthday:





# of hrs/week you work: 


  
  Expected Graduation Date: 



Position(s) Sought:




  Shirt size (for CAB shirt): 



Please use a separate sheet of paper or the back of this application to answer the following questions
1. Why do you want to become a member of the Campus Activities Board?  Specifically, why are you interested in the position(s) you listed above?
2. List any extra-curricular activities, courses, special interests, and talents that you feel will be beneficial in this position (including past leadership responsibilities) and briefly describe what you enjoyed most about these involvements.
3. List other activities that you plan to and/or could possibly be involved with in 2010-2011.
4. What skills do you hope to learn as a member of the Campus Activities Board?

5. Please describe the type of activities you would like to see CAB host.

Interviews will be held for all open positions. Please include a class/work schedule for that week and we will contact you to set-up a time for your interview. 
Are you interested in going to an important campus activities conference in November?

Yes
No



Professional Non-Student References: May include faculty/staff, previous employers, etc.
Name: 






Phone: 






E-Mail: 













Name: 






Phone: 






E-Mail: 













APPLICATIONS ARE DUE TO THE OFFICE OF STUDENT LIFE & LEADERSHIP IN ADM 345!
Class Schedule
Name: ________________________________________________________________________
	
	Monday 
	Tuesday 
	Wednesday 
	Thursday
	Friday

	8:00 am
	
	
	
	
	

	9:00 am
	
	
	
	
	

	10:00 am
	
	
	
	
	

	11:00 am
	
	
	
	
	

	Noon
	
	
	
	
	

	1:00 pm
	
	
	
	
	

	2:00 pm
	
	
	
	
	

	3:00 pm
	
	
	
	
	

	4:00 pm
	
	
	
	
	

	5:00 pm
	
	
	
	
	

	6:00 pm
	
	
	
	
	

	7:00 pm
	
	
	
	
	

	8:00 pm
	
	
	
	
	

	9:00 pm
	
	
	
	
	

	10:00 pm
	
	
	
	
	


CAB TIME COMMITMENTS

Weekly Commitments:

· CAB Meeting (1 hour per week)

· Directors Meeting (1 hour every week)

· Attendance at all CAB sponsored or co-sponsored events

Retreats, Training, and other FUN STUFF!

· Association for Promotion of Campus Activities Central Region Conference (October). This is an amazing conference where we get to check out and book all of our upcoming acts!

· Training Retreat (2-3 days)

· Attendance at all CAB programs

· Training Sessions (to be announced)

Campus Activities Board

Mission Statement

"The Campus Activities Board (CAB) is dedicated to promoting involvement and unity among students, faculty, and staff at the University of Texas at Tyler and to the development of student leaders.  We achieve this mission by developing and sponsoring entertaining, cultural, educational, and recreational programs and activities for the campus community.”

Campus Activities Board Officers
CONDITIONS OF POSITIONS

1. All officer positions, including committee chairs, the president, vice president and director of communications, are members of the Campus Activities Board (CAB).

2. All officer positions are non-paid, volunteer positions. The benefits one will gain by accepting an officer position include opportunities to: enhance skill levels in interpersonal and group communication, develop organizational and programming abilities, develop and strengthen personal leadership skills, and develop and enhance valuable work skills for the future.

3. All officers must be enrolled as full-time students at UT Tyler. Officers are encouraged to maintain a grade point average of at least 2.0 throughout his/her time as a member of the Campus Activities Board. 
4. Officers are expected to give his/her position due priority over all other areas of activity with the exception of academic responsibilities. 
5. Officers will provide programming for the University community that coincides with the Campus Activities Board Mission enclosed in this application packet.

6. Officers will be evaluated on a formal basis by the Campus Activities Board Advisor once a semester and informally by the Campus Activities Board on a continuing basis. Termination of position is a right reserved by the Board after a complete investigation and the completion of the formal written Process of Removal, as outlined in the Campus Activities Board Constitution. 

7. Involvement in student teaching, internships, residence life, etc., will be subject to consideration on an individual basis by the Board. 

8. Officers will be expected to attend Spring Training, Fall Retreat, Student Organization Orientation and the National Association of Campus Activities Regional Conference. 

9. Officers will also be expected to attend all Campus Activities Board weekly meetings and emergency meetings held throughout the year unless prior arrangements are made with the Personnel Coordinator. 

10. The following committee chairs must establish and maintain a Programming Committee consisting of students other than Campus Activities Board Programming officers to aid in all areas of programming: Concerts and Comedy, Cinema, Novelties, Late Night and Weekend Programs and Special Events. 

11. Officers are required to attend all Campus Activities Board programs sponsored by other directors to show support, offer feedback, and lend a hand when possible. Directors are also required to attend all CAB functions.

