LOSC Executive Board Position Descriptions


Student Coordinator

The Student Coordinator lends vision and direction to the LOSC program. The Student Coordinator oversees and manages the entire group, helping to make sure things run as smoothly as possible. He/she encourages the group to not get lost in day to day details, but to see the overarching goals. 

Qualifications
· Able to give up to 10 hours per week, on average
· In good academic and disciplinary standing with the University
· Past experience on an LOSC trip preferred
· Past leadership experience preferred

Responsibilities 
· Pre-Trip
· Meet weekly with advisor
· Set agenda and run weekly Trip Leader meetings
· Maintain constant communication with Trip Leaders
· Oversee responsibilities of Trip Leaders, and ensure tasks are completed on time
· Locate and secure a housing site in the destination city and arrange for all meals
· Assist the advisor in selecting Faculty/Staff Mentors to attend the trip
· Develop a complete itinerary and activities agenda
· Work with advisors and Trip Leaders to develop the emergency packet 
· Maintain LOSC’s RSO status with the Student Involvement Center
· During the trip
· Communicate/develop a positive relationship with the bus driver
· Model positive behavior for Trip Leaders and participants
· Participate in activities (as available) 
· Encourage Trip Leaders to be the primary facilitators of activities, but assist them as needed
· Support students in upholding policies/community standards
· Serve as the point of contact for Trip Leaders if problems arise
· Provide behind the scenes logistics/logistics support
· Convene nightly Executive Board meeting to check in with Trip Leaders, problem-solve any issues, and plan for the following day. 
· Keep in communication with the emergency contact at ISU  
· Post-Trip
· With the advisor, lead a debriefing meeting for the Executive Board
· Assist with recruitment and selection of the new Executive Board
· Meet with the new Student Coordinator to share transition materials 
· Attend reunion event

Marketing Trip Leader
Qualifications
· Able to give 5-8 hours per week, on average
· Able to create and execute a marketing plan 
· In good academic and disciplinary standing with the University
· Past experience with leadership or diversity/social justice preferred

Responsibilities 
· Pre-Trip programming/planning
· Participate in all weekly meetings and trainings
· Develop and implement a recruitment and marketing plan
· Create several options for a consistent theme to be used in all marketing materials, getting feedback from the rest of the Executive Board
· Put together informational packets for participants
· Program Planning
· Work closely with the Retention Trip Leader to plan all aspects of Days 1 and 3 of the trip:
· Develop a plan for check-in and loading the bus; reserve rooms
· Locate and secure a community service site 
· Contact and recruit a panel of 3-5 activists in the destination city to speak to the group
· Review and make any needed changes to all group activities
· Attend and assist with the facilitation of pre-trip events, including orientation
· Research and present (at orientation) on a social justice issue that interests you
· Meet with advisor periodically
· Meet at least once with your Faculty/Staff Mentor who will attend the trip
· During the trip
· Stay informed of the itinerary
· Facilitate activities and keep in communication with participants
· Partner with the Retention Trip Leader to lead nightly team reflections 
· Model positive behavior for participants and set the tone for the trip
· Uphold policies/community standards
· Attend nightly Executive Board meetings 
· Post-Trip
· Attend post-trip debriefing and transitional meetings
· Attend reunion event


Retention Trip Leader
Qualifications
· Able to give 5-8 hours per week, on average
· In good academic and disciplinary standing with the University
· Past experience with leadership or diversity/social justice preferred

Responsibilities 
· Pre-Trip programming/planning
· Participate in all weekly meetings and trainings
· Plan all informational sessions for potential participants
· Decide content and delivery
· Develop a PowerPoint 
· Reserve rooms
· Facilitate all sessions, with the help of other Trip Leaders
· Locate and plan fundraising options (e.g. restaurant fundraisers)
· Program Planning
· Work closely with the Marketing Trip Leader to plan all aspects of Days 1 and 3 of the trip:
· Develop a plan for check-in and loading the bus; reserve rooms
· Locate and secure a community service site 
· Contact and recruit a panel of 3-5 activists in the destination city to speak to the group
· Review and make any needed changes to all group activities
· Attend and assist with the facilitation of pre-trip events, including orientation
· Research and present (at orientation) on a social justice issue that interests you
· Meet with advisor periodically
· Meet at least once with your Faculty/Staff Mentor who will attend the trip
· During the trip
· Stay informed of the itinerary
· Facilitate activities and keep in communication with participants
· Partner with the Marketing Trip Leader to lead nightly team reflections 
· Model positive behavior for participants and set the tone for the trip
· Uphold policies/community standards
· Attend nightly Executive Board meetings 
· Post-Trip
· Attend post-trip debriefing and transitional meetings
· Attend reunion event


Events Trip Leaders (2 positions)
Qualifications
· Able to give 5-8 hours per week, on average
· In good academic and disciplinary standing with the University
· Understanding of diverse methods of teaching/delivering information preferred
· Past experience with leadership or diversity/social justice preferred

Responsibilities 
· Pre-Trip programming/planning
· Participate in all weekly meetings and trainings
· Work closely with the advisor to plan all aspects of Orientation
· Decide content and delivery
· Develop a PowerPoint or other multimedia visuals
· Reserve rooms
· Facilitate sessions, with the help of other Trip Leaders
· Develop other pre- or post-trip events as appropriate and desired
· Program Planning
· Events Trip Leaders work closely with one another to plan all aspects of Day 4 of the trip:
· Locate and secure activities which could include an additional service site, museum, tour or other related activity
· Review and make any needed changes to all group activities
· Research and present (at orientation) on a social justice issue that interests you
· Meet with advisor periodically
· Meet at least once with your Faculty/Staff Mentor who will attend the trip
· During the trip
· Stay informed of the itinerary
· Facilitate activities and keep in communication with participants
· Events Trip Leaders partner up to lead nightly team reflections 
· Model positive behavior for participants and set the tone for the trip
· Uphold policies/community standards
· Attend nightly Executive Board meetings 
· Post-Trip
· Provide participants with a packet of resources related to the trip so that they can continue to explore the social issues and movements discussed on the trip
· Plan and facilitate a reunion event
· Attend post-trip debriefing and transitional meetings


Records Trip Leader
Qualifications
· Able to give 5-8 hours per week, on average
· Good attention to detail
· In good academic and disciplinary standing with the University
· Experience with Excel preferred
· Past experience with leadership or diversity/social justice preferred

Responsibilities 
· Pre-Trip programming/planning
· Participate in all weekly meetings and trainings
· Keep track of all participant records
· Maintain the participant list accurate and up to date
· Track participant payments and completion of waivers
· Track attendance at pre-trip events
· Work closely with the Communications Trip Leader to develop a plan for evaluating applications and selecting participants
· Program Planning
· Work closely with the Communications Trip Leader to plan all aspects of Days 2 and 5 of the trip:
· Locate and secure a museum/historical site 
· Plan options for free night activities in the selected city
· Locate and secure an additional community service or cultural activity in a city located on the drive back to ISU
· Review and make any needed changes to all group activities
· Attend and assist with the facilitation of pre-trip events, including orientation
· Research and present (at orientation) on a social justice issue that interests you
· Meet with advisor periodically
· Meet at least once with your Faculty/Staff Mentor who will attend the trip
· During the trip
· Stay informed of the itinerary
· Facilitate activities and keep in communication with participants
· Partner with the Communications Trip Leader to lead nightly team reflections 
· Model positive behavior for participants and set the tone for the trip
· Uphold policies/community standards
· Attend nightly Executive Board meetings 
· Post-Trip
· Attend post-trip debriefing and transitional meetings
· Attend reunion event


Communications Trip Leader
Qualifications
· Able to give 5-8 hours per week, on average
· Good written communication and typing skills 
· In good academic and disciplinary standing with the University
· Past experience with leadership or diversity/social justice preferred

Responsibilities 
· Pre-Trip programming/planning
· Participate in all weekly meetings and trainings
· Maintain consistent and regular communication with participants to inform them of deadlines, upcoming events, and other important information
· Record minutes from all meetings 
· Email to Executive Board and advisor within 3 days of the meeting
· Save minutes to shared files in Leadership and Service
· Work closely with the Records Trip Leader to develop a plan for evaluating applications and selecting participants
· Program Planning
· Work closely with the Records Trip Leader to plan all aspects of Days 2 and 5 of the trip:
· Locate and secure a museum/historical site 
· Plan options for free night activities in the selected city
· Locate and secure an additional community service or cultural activity in a city located on the drive back to ISU
· Review and make any needed changes to all group activities
· Attend and assist with the facilitation of pre-trip events, including orientation
· Research and present (at orientation) on a social justice issue that interests you
· Meet with advisor periodically
· Meet at least once with your Faculty/Staff Mentor who will attend the trip
· During the trip
· Stay informed of the itinerary
· Facilitate activities and keep in communication with participants
· Partner with the Records Trip Leader to lead nightly team reflections 
· Model positive behavior for participants and set the tone for the trip
· Uphold policies/community standards
· Attend nightly Executive Board meetings 
· Post-Trip
· Attend post-trip debriefing and transitional meetings
· [bookmark: _GoBack]Attend reunion event
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