[image: C:\Users\collinsb\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Word\Screen Shot 2013-02-28 at 5.27.49 PM.PNG]



Thank you for your interest in serving on the St. Jude Up ‘til Dawn Executive Board.  Up ‘Til Dawn has some very exciting changes this year! Please make plans to attend the Informational Meeting on Tuesday, April 23rd, 5pm, in the St. Francis River Room in the Reng Student Union.  
Please email your completed application to BOTH Madison Roddy, (Madison.roddy@smail.astate.edu), and Meredith Perkins, (meredith.perkins@stjude.org), by Sunday, April 28th and sign up for an interview time in the Leadership Center.  Interviews will be during the day of Monday, April 29th.  If you have any questions about the positions or application process, please contact Madison Roddy.

Name ____________________________________________________
Classification _________________	Cumulative GPA __________[bookmark: _GoBack]              Must have at least a 2.5 cumulative


Phone number (cell)  __________ Phone number (home) ________________
Email address ___________________________________________________________________
Do you have a job? _______	If so, how many hours a week do you work? ________________
Do you feel you have enough time to devote to plan this campus tradition? _____________
Please list your top four choices for Executive Board positions.  See the last page of this application for a list of positions and job descriptions:
1. ________________________________________________
2. ________________________________________________
3. ________________________________________________
4. ________________________________________________
Please answer the following questions.  You may attach additional sheets if necessary. 
Please list your current campus involvement:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Why are you applying for the Up ‘til Dawn Executive Board?
______________________________________________________________________________
______________________________________________________________________________



What ideas do you have for the position(s) you are specifically applying for and for Up ‘til Dawn as a whole?  Please be specific.
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
What attributes do you feel you possess that would make you a strong asset to the Executive Board?__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 




Please see the following page for a list of Up ‘til Dawn Executive Board positions and a job description of each.



Position Descriptions

Executive Board

Executive Director
The executive director is responsible for the overall management of the program. He/she serves as the liaison between the executive board and ALSAC, the community and campus. He/she ensures the executive board is working as a team and holds the board accountable for responsibilities, setting goals throughout the year. The executive director maintains a flow of communication among the executive board and is in charge of working with the advisor to obtain campus funding for the program. 

Assistant Director
The assistant director serves as the right hand of the executive director and helps assist with the overall management of the program. He/she is responsible for working with the executive director and advisor to set an agenda for the meeting each week and taking notes at each meeting. He/she is responsible for working with the recruitment chair to implement and manage the registration process for the Up ‘til Dawn event. 

Publicity Chair
The publicity chair is responsible for coordinating all publicity on campus and in the community to promote all aspects of St. Jude Up ‘til Dawn in a creative way. He/she serves as the group liaison with all media outlets both on and off campus and is responsible for the implementation of an Awareness Week. The publicity chair is also responsible for managing the content of the St. Jude Up ‘til Dawn website and Facebook group as well as all other areas of marketing. He/she is responsible for managing the St. Jude and St. Jude Up ‘til Dawn brands on campus ensuring that no material is printed without approval from the St. Jude representative, advisor and executive director. 

Recruitment Chair
The recruitment chair is responsible for recruiting teams, organizations and students around campus. He/she leads the charge on all recruitment activities and is also responsible for working with the assistant director to coordinate the event registration process. He/she develops the overall goals, strategy and plans for recruitment, and challenges the executive board to meet and exceed set recruitment goals. The recruitment chair works closely with the sub-committee chairs to implement the recruitment strategy, retain past participating teams, and report all recruitment totals back to the executive board.

Team Cultivation Chair
The team cultivation chair is responsible for managing all St. Jude Up ‘til Dawn teams. He/she works with the recruitment chair and other team chairs to implement a team communication strategy and plans with all St. Jude Up ‘til Dawn teams throughout the program. He/she works closely with each team chair and team captain to host team captain information meetings, participant informational meetings and all other team communications before, during and after the St. Jude Up ‘til Dawn event. 

Production Chair
The production chair is responsible for the overall vision, layout, and production of the St. Jude Up ‘til Dawn event and provides creative input during the process.  Should the school want to continue letter writing, he/she would be responsible for assisting the planning of that activity. He/she works with the event chairs and logistics chair to brainstorm and develop the overall event, activities, and logistical needs. The production chair oversees the event chairs and logistics chair and confirms each piece of the final production is prepared. He/she is responsible for staying within any pre-defined budgets as defined by the executive board and advisor.

St. Jude Up ‘til Dawn Education – Mission Chair
The St. Jude Up ‘til Dawn mission chair explains and implements the St. Jude Up ‘til Dawn and St. Jude Children’s Research Hospital mission to its executive board and campus to keep year-round interest. He/she is responsible for educating the campus at both the St. Jude Up ‘til Dawn event and all side events throughout the year.  He/she communicates with publicity, team recruitment and other board members, to share St. Jude facts and figures and mission moments to their campus. He/she is additionally responsible for leading the spirit and points committee chair and reporting progress to the executive board.

Sponsorship Chair
The sponsorship chair is responsible for securing both cash and in-kind sponsorship donations to the St. Jude Up ‘til Dawn program.  This includes covering costs for physical items, such as supplies, food and beverage, and prizes in order to lower the cost of the event and stay within the pre-defined budget. He/she is in charge of soliciting these donations and maintaining a professional relationship with these businesses while educating them on St. Jude.  The sponsorship chair is also in charge of working with the companies on marketing materials such as logo placement, banner placement, etc. 

Committee Chairs
*these positions could be considered executive board positions and still have committees reporting to them

Side Events Chair
The side events chair is responsible for planning and implementing all side events for the St. Jude Up ‘til Dawn program. He/she is responsible for the logistical needs for the events and is in charge of building a communication plan with the teams cultivation chair for side events.  The side events chair is also responsible for handling all revenue for the events and working with the St. Jude representative and advisor to ensure it is submitted in a timely fashion. He/she works directly with the assistant director.

Event Chairs
The event chair(s) is/are responsible for coordinating all entertainment, games and other experiential pieces for the St. Jude Up ‘til Dawn event. The event chairs can be split into several positions (midnight, 2:00 am, 4:00 am, etc.).  See leadership chart for more direction.  He/she is responsible for staying within any pre-defined budgets as defined by the executive board and advisor. He/she works directly with the production chair. He/she is encouraged to communicate with St. Jude Up ‘til Dawn education and mission chair to ensure mission components are present throughout the evening of the event. He/she works hand in hand with logistics chair to ensure all needs are met for the event. 

Logistics Chair
The logistics chair is responsible for coordinating, reserving, and booking all aspects of any St. Jude Up ‘til Dawn event. He/she is responsible for staying within any pre-defined budgets as defined by the group and advisor. The logistics chair also takes care of facility needs and is responsible on the night of the event to monitor the logistics of the event to make sure everything is running smoothly and accounted for each activity. He/she is on site for the event for load-in and load-out. He/she works hand in hand with production chair and event chair(s).

Spirit and Points Chair
The spirit and points chair is responsible for ensuring participant excitement and engagement with the St. Jude mission. He/she works closely with the St. Jude Up ‘til Dawn education - mission chair to take the relevant messages to all participants to create excitement for events. He/she works with the recruitment chair to help reward, motivate and inspire the teams and participants on all their fundraising work and involvement. 

Greek Teams Chair
The Greek teams chair is responsible for recruiting and managing all Greek organization teams. He/she leads the charge on recruiting the Greek organizations (NPC, IFC, NPHC, NALFO organizations) to participate and works with the recruitment chair to develop and implement the overall goals, strategy and plans for Greek team recruitment. The Greek teams chair coordinates any meetings/presentations to the Greek groups and works closely with the team cultivation chair to host a Greek team captain and team participant informational meetings prior to the St. Jude Up ‘til Dawn event. 

Student Organizations/Residence Life Teams Chair
The student organizations/residence life teams chair is responsible for recruiting and managing all student organization teams that are not Greek affiliated. He/she works with the recruitment chair to implement the overall goals, strategy and plans for the student organization team recruitment. He/she coordinates any meetings/presentations to these student groups and works closely with the team cultivation chair to host a student group/organization team captain and team participant informational meetings prior to the St. Jude Up ‘til Dawn event. 

Freshmen Teams Chair
The Freshmen teams chair is responsible for recruiting and managing all Freshmen class teams that are not Greek affiliated. He/she works with the recruitment chair to implement the overall goals, strategy and plans for Freshmen team recruitment. The Freshmen teams chair also coordinates any St. Jude Up ‘til Dawn involvement with Freshman Orientation, Freshman Dorm Move-In or any other Freshmen activities in the late summer/early fall. He/she works closely with the team cultivation chair to host a Freshmen team captain and team participant informational meetings prior to the St. Jude Up ‘til Dawn event.
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