
Panhellenic Executive Board

Application 2011

Dear Applicant:








October 20, 2010

Thank you for applying to the 2011 Panhellenic Executive Council! We are so excited that you are interested in serving our community. Being a part of the Panhellenic Executive Council is a wonderful opportunity that will allow you to make new friends, meet women from each of the 17 chapters, and grow as a leader as well as an individual. Although it can get crazy at times, the reward of serving the great community you are a part of is well worth the time.

As you begin this journey, take some time to consider your reasons for applying, the changes you want to make and your passion for Greek Life because those are the things that will lead to positive change in our community. You now have the opportunity to impact the University of Washington Greek community. I encourage you to do so with great passion and a servant’s heart.

Included in this application packet are an election timeline, application instructions, an evaluation for your chapter president, election guidelines, and descriptions of every available Panhellenic position. This year, every position is open. You must have served on Panhellenic Executive Board or have been a chapter president to apply for Panhellenic President and you must have served on Panhellenic Executive Board or have been a Recruitment Counselor to apply for Vice President of New Member Services. Please note that you may not serve on your chapter’s executive council if you are elected to one of the following positions: President, Vice President of Recruitment, Vice President of Recruitment Development, Vice President of New Member Services, and Vice President of Standards.

I encourage you to get in touch with the current officers if you have any questions. We are all more than happy to give you any guidance we can. We wish each of you the best of luck and look forward to meeting you!

Fraternally,

Brittany Birkett

Panhellenic President, 2010

PANHELLENIC EXECUTIVE BOARD

APPLICATION INSTRUCTIONS

Note: Panhellenic Officers are no longer required to disassociate (disaffiliate) from their chapters except for at Panhellenic events or during Recruitment season. 
ELECTION TIMELINE:

· Applications distributed: 



· Wednesday, October 20th- at General Council Meeting
· Available in Condon 223E and electronically via your Chapter President
· Applications due:


· Wednesday, November 3rd – by 7p.m. to the Office of Fraternity & Sorority Life (Condon 223E) or to the General Council Meeting (7:00pm) at Alpha Delta Pi 
· Elections Night: 
· Tuesday, November 9th at 6:00 p.m. Location: Smith 102
· Installation Dessert:


· Tuesday, November 30th at 6:30 p.m. Location: TBA
REQUIRED EVENTS

To apply for Panhellenic, you MUST be able to attend:

1. Panhellenic Exec Retreat on January 8th and 9th
2. Panhellenic Delegate Retreat on January 30th 

Please complete the following information in the form of a cover-sheet and attach it to the front of your series of responses. 

· Name
· Email 
· Cell phone number
· Year in school (Soph, JR, SR)
· Year Pledged  
· Chapter
· Position(s) applying for
Written Responses

Please submit typed responses to the following questions, no more than 350 words per response

1. Why are you interested in running for this/these position(s)? 

2. What are your goals and/or objectives for this/these position(s)?

3. What does serving the Greek community mean to you?

4. ONLY FOR PUBLIC RELATIONS APPLICANTS:
a. Please create an advertisement for the ‘Etiquette Dinner’ hosted by Panhellenic.  Feel free to be as creative as you wish!

Speech Instructions and Criteria

Please prepare a speech that includes why you are passionate about running for Panhellenic, specifically your position(s) and what changes you would like to make if elected. You can include ideas for the position you are applying for, as well as anything else you deem relevant. Please limit speeches to 3 minutes or less. There will be room for 2 minutes of Q&A following your speech. 
Extras

· Please submit 18 copies of your application. (Please copy double-sided)

· Have your Chapter President complete the following form and return it as directed.

· Attach a ONE page resume highlighting your chapter/community involvement.  

PANHELLENIC EXECUTIVE BOARD APPLICANT EVALUATION

FOR CHAPTER PRESIDENT

PLEASE BE HONEST

(Applicants will not see evaluation sheet)

Name of Candidate:  











Rating Scale:

1
         2
                 3                      4                           5



         Poor
       Fair          Average      Above Average
  Outstanding

1.   
 Experience and Skills

· Communication skills




1    2    3    4    5

· Ideas






1    2    3    4    5

· Decision-making ability




1    2    3    4    5


· Personal qualifications




1    2    3    4    5

· Confrontation ability




1    2    3    4    5

Comments:   





            Overall Rating: _____

2.
Leadership

· Skills-organization, creativity, enthusiasm
                         
1    2    3    4    5

· Effective leadership style




1    2    3    4    5

· Advising ability





1    2    3    4    5


· Past leadership experiences




1    2    3    4    5

Comments:   





            Overall Rating: _____

3.
Personal Characteristics

· Tolerance/flexibility




1    2    3    4    5

· Motivation





            1    2    3    4    5

· Responsibility





1    2    3    4    5


· Assertiveness





1    2    3    4    5

· Approachability





1    2    3    4    5

· Self-confidence





1    2    3    4    5

Comments:   





            Overall Rating: _____

4.
Understanding of the Self
· Knowledge of self




            1    2    3    4    5

· Awareness of strengths




1    2    3    4    5

· Awareness of weaknesses



            1    2    3    4    5


· Commitment level




            1    2    3    4    5

Comments:   





            Overall Rating: _____

General Comments:





    TOTAL RATING: 























_________________________________







  Highly Recommended

OVERALL:





  Recommend








  Mildly Recommend








  Do Not Recommend

Chapter President’s Signature




Date
Please turn in the evaluation form to the Office of the Fraternity and Sorority Life, Condon 223E, in a sealed envelope by 7pm Wednesday, November 3rd, 2010
ELECTIONS GUIDELINES

As stated in the Panhellenic Association Bylaws, “Each candidate must have a minimum cumulative GPA of 3.0 and be in good standing with her sorority chapter. If the candidate has below a 3.0 GPA, she may petition the Panhellenic Exec board to still be considered as a candidate.” 

(Article II, Section 4c)

Below is the petition that must be filled out, signed and returned with your application, only if your cumulative GPA is below a 3.0.

Name:_____________________________________

Current GPA:_______________________________

Please explain why your GPA is below a 3.0:

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

_________________________________




____________________

Candidate’s Signature








Date

_________________________________




____________________

Chapter President’s Signature







Date

Please fill out, sign and return with your application to the Office of Fraternity and Sorority Life, Condon 223E A by 7pm Wednesday, November 3rd, 2010.

OFFICER DUTIES

On the following pages are the officer titles, as well as the job description and contact information of the current officer. Please read these over carefully. If you have questions, please feel free to contact Brittany Birkett (Brittany.Birkett@gmail.com) or the current officer.

President

Current Officer: Brittany Birkett

Brittany.Birkett@gmail.com 

Position open to current members of Panhellenic Executive Council and chapter Presidents


THE PRESIDENT SHALL: 

a. Have overall responsibility for the cooperation of the Panhellenic Council.

b. Call and preside at all regular and special meetings of the Panhellenic Association at the University of Washington.  

c. Call and preside at all meetings of the Panhellenic Executive Board.

d. Plan and preside at Panhellenic Forums at each of the 16 chapters at least once each quarter. Plan and preside at the New Member Forums during fall quarter.
e. Sign all Panhellenic Association contracts involving the Panhellenic Association at the University of Washington.  

f. Serve as a member ex-officio of all Panhellenic Council Committees with voice but no vote.

g. Report as required to the National Panhellenic Area Advisor.

h. Maintain a complete and up to date President’s file, which shall include a copy of the current Panhellenic Association at the University of Washington Constitution, By-laws and Standing Rules; the current Panhellenic Association Budget; the current National Panhellenic Conference’s Manual of Information and related materials received from the National Panhellenic Conference Area Advisor; her copies of the college Panhellenic Reports to the Area Advisor and other pertinent materials.

i. Chair the revision of the Constitution and Bylaws annually, each spring.
j. Coordinate installation of new Panhellenic Officers.

k. Coordinate annual Panhellenic Executive Board Retreat for new officers.

l. Coordinate annual Panhellenic Officer Retreats for Presidents, Delegates, and Recruitment Chairs.  

m. Produce President’s notebook.

n. Perform all other duties usually pertaining to this office.

Vice President of Recruitment

Current Officer: Jules Morrison  

julesmm07@hotmail.com   

Position Open.

THE VICE PRESIDENT OF RECRUITMENT SHALL:

a. Serve as general chair of recruitment.

b. Maintain procedures of recruitment according to the National Panhellenic Rules and Regulations.

c. Prepare Executive Board Notebooks for Formal Recruitment including officer duties and schedules.

d. Work as paid employee of the Panhellenic Association beginning orientation week of summer quarter.  She may take one non-paid week of vacation prior to August 15.  The Panhellenic Advisor in the Spring Quarter will decide upon wages and hours.  She will not be paid for the week of formal Recruitment.

e. Reserve campus facilities, including but not limited to, housing accommodations for potential members, Recruitment Counselors, and Panhellenic Executive Board; room reservations for Orientation and Preference signing.

f. Update and distribute the Formal Recruitment Rules and Code of Ethics.

g. Oversee and facilitate summer orientations.

h. Schedule, chair, and facilitate all recruitment chair meetings.

i. Schedule and meet with Recruitment Chairs from each of the 16 chapters once each quarter. 

j. Train and oversee the Vice President Recruitment Development.

k. Work closely with the Vice President Membership Development.

l. Oversee production of the Recruitment Booklet and distribution through mailing services.

m. Oversee registration process for potential members including entering data into computer program, writing receipts, mailing confirmation letters, and filing forms.

n. Perform all other duties usually pertaining to this office.

Vice President of Recruitment Development

Current Officer: Allie Goodman
aeg90@u.washington.edu  
Position Open.
THE VICE PRESIDENT OF RECRUITMENT DEVELOPMENT SHALL:

a. Oversee Continuous Open Bidding, which includes, but is not limited to, updating the informal list, administering proper paperwork to chapters and potential new members, verifying membership numbers, and planning Panhellenic sponsored informal recruitment events.

b. Meet with Informal Recruitment Chairs.

c. Act as secretary for all Recruitment meetings.

d. Assist the Vice President of Recruitment in her duties.

e. Assist the Vice President of Public Relations in the production and distribution of the Greek Weekend brochure. 

f. Coordinate Greek Weekend, which includes, but is not limited to, educating and updating Recruitment Chairs at meetings, reserving rooms, developing schedules, ordering T-shirts, and processing confirmation letters.

g. Facilitate the training and preparation of Greek Hosts during winter and spring quarters for Greek Weekend.

h.  Develop and process confirmation letters Greek Weekend.

i. Design and produce the recruitment manual for potential new members during Formal Recruitment.

j. Perform all other necessary duties usually pertaining to this office.

Vice President of Member Services

Current officer: Courtney Stachler 
courtneystachler@gmail.com  
Position Open.


THE VICE PRESIDENT OF NEW MEMBER SERVICES SHALL:

a. Have served as a previous Recruitment Counselor or have served on the Panhellenic Executive Board for one year.

b. Chair the committee that will select the new Recruitment Counselors during the Winter Quarter.

c. Facilitate through the winter, spring, and summer the training of the Recruitment Counselors in order to prepare them for Formal Recruitment.

d. Supervise and assist the Recruitment Counselors during Formal Recruitment.

e. Chair the revising, distribution, and selection of the Panhellenic Scholarship applications and recipients.

f. Coordinate work week:  including the Panhellenic retreat*, the Recruitment Counselors and Panhellenic Council fun day, and daily training for both the Recruitment Counselors and Panhellenic Executive Board. *Alongside the Vice President of Recruitment
g. Coordinate high school marketing package alongside Vice President Public Relations.
h. Work with the Vice President of Recruitment to manage minor and major crises that present themselves during recruitment.
i. Perform all other duties pertaining to this office.

Vice President of Standards 

Current Officer: Brittany Sellers
selleb@uw.edu  
Position Open.

THE VICE PRESIDENT OF STANDARDS

a. Chair the selection, training, and running of the Standards committee.

b. Keep complete and up-to-date records of disciplinary matters.

c. Oversee disciplinary process according to National Panhellenic Conference Judicial Procedure.

d. Conduct, at a minimum, quarterly roundtables with Social and Risk Management Chairs.

e. Educate community about policies and procedures regarding alcohol and hazing.

f. Perform all other duties usually pertaining to this office.

Vice President of Greek Relations

Current Officer: Erica Legaspi
ericalegaspi@yahoo.com
Position Open.

THE VICE PRESIDENT OF GREEK RELATIONS SHALL:

a. Coordinate and maintain the Junior Panhellenic 

b. Plan and execute Greek Week events with Inter-fraternity Council counterpart with a focus on philanthropy

c. Plan and execute Homecoming Week with Inter-fraternity counterpart

d. Coordinate the Greek Week and Homecoming Committees as necessary with the Inter-fraternity Council counterpart.

e. Keep open lines of communication between the north of 45th Greek Community and the other communities including the National Panhellenic Council, United Greek Council and the Associated Students of the University of Washington.

f. Perform all other duties usually pertaining to this office.

Vice President of Membership Development

Current Officer: Emily Thomas
emily.thomas228@gmail.com 

Position Open.

THE VICE PRESIDENT OF MEMBERSHIP DEVELOPMENT SHALL:

a. Conduct at a minimum, a Quarterly roundtable with the New Member 

Educators.

b. Coordinate New Member Day.

c. Sponsor quarterly speakers for educational purposes.

d. Coordinate the annual Recognition Banquet with the President and the

Interfraternity Council counterparts.  

e. Perform all other duties usually pertaining to this office.

Vice President of Public Relations
Current Officer: Jessica Knollmeyer
jknollmeyer@gmail.com
Position Open.

THE VICE PRESIDENT OF PUBLIC RELATIONS SHALL:

a. Create press releases for all Panhellenic and joint Panhellenic/Interfraternity Council events for The Daily and local newspapers. 

b. Assist chapters in their public relations efforts.

c. Maintain the Resource Book.

d. Oversee the production of the Greek Voice with Interfraternity Council counterpart and committee.

e. Serve as the liaison to The Daily.

f. Coordinate high school marketing package alongside Vice President of New Member Services.

g. Perform all other duties pertaining to this office.

Vice President of Service and Scholarship

Current Officer: Mayuri Reddy
mreddy.uwpanhell@gmail.com  
Position Open.

THE VICE PRESIDENT OF SERVICE AND SCHOLARSHIP SHALL:

a. Keep complete and up-to-date scholarship files, including a grade report file.

b. Conduct, at a minimum, quarterly roundtables with the Scholarship Chairs.

c. Collect philanthropy registration forms from chapters.

d. Produce quarterly Panhellenic Association grade ranking and distribute to the Chapter Presidents. 

e. Facilitate study treats during Quarterly finals weeks.

f. Act as a liaison between the Panhellenic Association and the Order of Omega.

g. Conduct, at a minimum, Quarterly roundtables with the Philanthropy Chairs.

h. Coordinate quarterly philanthropic and community service events for the community.

i. Perform all other duties usually pertaining to this office.

Vice President of Administration

Current Officer: Lesley Schreiber
lds8@u.washington.edu
Position Open.

THE VICE PRESIDENT OF ADMINISTRATION SHALL:

a. Keep a current roll of the members of the General Council and call roll at all General Council Meetings.

b. Record and distribute the Executive Board minutes. The minutes shall be distributed only to the Panhellenic Advisor, National Panhellenic Conference, Area Advisor, Advisory Board Chair, and the Panhellenic Executive Officers.
c. Maintain a complete and up-to-date file which shall include the minutes of the meetings of the Panhellenic Association at the University of Washington, and its Council from date of its organization; copies of all contracts made by the Panhellenic Association; and current correspondents.

d. Be responsible for the official correspondence of the Panhellenic Association unless provided for otherwise.

e. Sign Panhellenic Association contracts when authorized to do so.  

f. Act as parliamentarian at General Council Meetings.

g. Be responsible for the general supervision of the finances of the Panhellenic Association at the University of Washington.

h. Collect Quarterly forms, distribute and collect house bills from the sororities, and assess appropriate fines.

i. Assist the advisor, financial or otherwise, in the preparation of payroll and taxes.

j. Prepare the budget annually in conjunction with the Panhellenic Advisor.  Following approval by the Panhellenic Executive Board, provide a copy to the Advisory Board Chair, Panhellenic Officers, and Chapter Delegates.

k. Collect Expense Reports from each Executive Board Officer.

l. Receive and record all payments due to the Panhellenic Association, collect all dues and issue receipts.

m. Pay all bills associated with the Panhellenic Association promptly and file copy of all bills.

n. Give financial reports at each regular meeting of the Panhellenic Executive Board, quarterly financial reports to the General Council, and an annual report when necessary.

o. Supervise individual officers in the preparation of budgets for their specific offices.  Facilitate discussions pertaining to the allocation of financial resources with Panhellenic Executive Board Officers.

p. Record all Panhellenic financial information in the computerized accounting system for budgeting and billing purposes; balance checkbook monthly.

q. Maintain the Panhellenic Association’s website.
r. Collect monthly updates for the website.
s. Perform all other duties usually pertaining to this office.

Applications Due: Wednesday, November 3rd, 2010 in Condon 223E along with 18 copies.
2
1

