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1 MESSAGE TO NEW OFFICER
This officer handbook, while incomplete, should provide you with officer training, general information, instructions/procedures on how to accomplish your office’s duties, and experiences from previous officers.  This handbook is a living document which means that you will be expected to add to it.  During your term, it is expected that you will write up “How To’s” including “What Not To Do’s” in an effort to fill out this handbook.  The objective is to transfer as much information, ideas, and experience to future officers as possible.  

Most importantly, you need to recognize that you have complete control over your office.  This independence provides you with the flexibility to run your office as you see fit and to reinvent the office as needed.  Because of this, great ideas will be produced and equally great mistakes will be made.  By documenting your successes and failures, mistakes will only happen once while great ideas will continue year after year.  Make sure to transfer as much information, ideas, and experience as you can through this handbook.

At the end of your term, it is up to you to tweak, retrofit, and/or redesign your office, its duties, and procedures so future officer do not have to suffer the same inefficiencies that you might have experienced.  Take pride in your work and consider yourself a contributing author to this publication.

Once again, congratulations.

ATTENTION:

This document is currently in its original template form.  Items highlighted in yellow are either fields needing adaptation toward your student section or instructional elements needing to be replaced with content specific to your student section.  Items highlighted in green are examples for your consideration and refinement.
2 OFFICE OVERVIEW:  Vice President

Purpose of this Position:

????
Benefits of this Position to the Officer:

????
Benefits of this Position to Student Section:

????
Time Commitment:

????
Staff/Faculty Correspondent:

ANS Faculty Advisor

Dr. XXXX



prof@ne.college.edu


123.456.7890
Staff/Faculty Member’s Title
Dr. XXXX



prof@ne.college.edu


123.456.7890
Area of Responsibility:

 - General Statements outlining Officer’s independent area of responsibility
Specific Duties:

 - Specific Statements defining Officer’s tasks
3 TRANSITIONING INTO OFFICE

This chapter of the handbook introduces the new president to the steps they will take to effectively transition their new cabinet into office.  While all student sections are unique, the following steps are common of all student sections.

1 Gaining Access to Resources – Certain officers are privileged to and require access to certain resources.  These accesses need be established.

2 Officer Training and Orientation – Introducing new officers to the specifics related to their duties
3 Planning – Developing the vision and laying out the logistics for the upcoming year
3.1 Access to Resources

Once the new cabinet has obtained official recognized status, the new officers will need to gain access to available resources.  These resources are provided through the
· Student Section (Section 3.1.1)
· Department (Section 3.1.2)
· University (Section 3.1.3)
· ANS-National (Section 3.1.4)
3.1.1 Student Section Resources

If your section has an office or physical storage for existing materials, records, etc., those officers needing access will need to obtain keys. If you section has electronic storage for existing materials, records, etc.., those officers needing access will need to obtain passwords and locations.  If your section has a website, those officers needing access will need to receive appropriate instruction.  If your section has officer related email addresses, those will need to be set up.
Student Section Office.  Discuss where the office is and what’s in it.
How to Obtain Access to Student Section Office

????
Electronic Storage.   Mention your student section’s means of electronic storage, aka, where is this and the other handbooks saved.  Discuss where it is and what is stored there.
How to Obtain Access to Electronic Storage

????
3.1.2 Departmental Resources

Since each department makes a unique contribution to their section, you’ll need to discuss this with your department head and ANS faculty advisory.  Typical departmentally issued resources include:
· Materials such as letterhead and mailing privileges

· Outreach support

How to Gain Access to Departmental Resources

????
3.1.3 University Resources

Universities typically provide their student organizations with access to university resources such as  

· University logos

· Facilities access

· Funding

· Student organization banking system

· Tax exempt status

How to Gain Access to University Resources

????
3.1.4 ANS-National Resources

Access to ANS-National resources is available through the ANS-National Student Sections Committee (SSC).
Student Sections Guidebook.  This document details all resources ANS-National makes available to the student section and how to access these resources.
How to Obtain Access to ANS-National Resources
Download the Student Sections Guidebook from the ANS-National–Student Sections Committee website, http://committees.ans.org/students/resources/.  Follow the instructions provided in the document.

Student Sections Committee Website.  On the SSC website, you will find access to:

· news/events calendar/information
· resources – financial assistance (for conference travel and outreach activities), networking contacts (other student sections, presidents listserve, and the SSC Chairman), written materials (such as the Student Conference Proposal Guidelines), and more

· forum - written materials generated by other student sections (such as How To’s and End-of-Year Reports) 

· other resources
How to Obtain Access to ANS SSC Resources

Visit the ANS-National Student Sections Committee website, http://committees.ans.org/students.

3.2 Officer Training and Orientation

New officer training takes place on several levels:

· Student Section (Section 3.2.1)
· Department (Section 3.2.2)
· University (Section 3.2.3
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)
· ANS-National (Section 3.2.4)
3.2.1 Student Section

While some section’s have handbooks, faculty trainers, a transition program/procedure, etc., other sections have nothing.  If your section has insufficient training tools, put it on the top of your cabinet’s to do list.  New officers receive training and guidance from the officer handbooks, former officers, Staff/Faculty Correspondents, and the Student Section’s Faculty Advisor.  Officers should meet all the aforementioned people as well as maintain contact with the former officers.
Handbooks.  As you’ve noticed, each officer has a handbook specifically tailored to their position by their predecessors.  As mentioned in section 2 – “Message to New Officers”, it is of great importance that you continue to fill out and improve this handbook for future officers.

Staff/Faculty Correspondents.  Some officer positions have a natural pairing with members of the Nuclear Department, ie. ANS Outreach Officer and the Nuclear Department Outreach Coordinator.  Obviously these two positions are better off working together than separate.  But because the staff/faculty member doesn’t change every year, this individual can pass their cumulative experience of ANS affairs to new officers.

Former Officers.  Former officer contact information is posted on the cover page of each officer handbook.

How to Conduct Officer Training through the Student Section
1 Have all officers read their handbooks
2 Have all officers meet their predecessor, staff/faculty correspondent, and the ANS Faculty Advisor.  The previous officer’s contact information is provided on the cover page of each officer’s handbook.  The staff/faculty correspondent and ANS Faculty Advisor’s contact information is provided in the “Office Overview” section of their officer handbook).

3 Maintain contact with your predecessor

To effectively transition between cabinets, it is important for former officers to jump start the new cabinet members so that they can hit the ground running.  This is facilitated by a planning meeting involving both the new and former officers.  A full discussion regarding this transition process is in section 3.3.1.

3.2.2 Department

Training conducted by your department depends on each student section’s involvement with their department.  Should your ANS section be involved in recruiting, outreach, or department socials, you will likely receive instructions from the corresponding points of contact within the department and officer handbooks.  These corresponding points of contact are noted as the staff/faculty correspondent on the Office Overview page of the officer handbooks.
How to Receive Officer Training from the Department

????
3.2.3 University

Through the recognition process with the university, you should be made aware of what you need to do to utilize your student organization status.  This typically requires attending training seminars on leadership, organization, and usage of the student organization banking system.  Additionally, there should be a process to go through to get your section tax exempt status, should your student section conduct business through student organization banking system.
How to Receive Officer Training from the University

????
3.2.4 ANS-National
There is no formal training from ANS-National for new officers.  There is however a lot of information available on the ANS-National and Student Sections Committee websites.
How to Receive Officer Training from ANS-National
Familiarize yourself with:

· ANS-National’s website, http://www.ans.org
· ANS-National Student Sections Committee website, http://committees.ans.org/students  
3.3 Planning

During your term, you can either maintain the status quo, let your part of the organization lie dormant, or better yet, you can develop new infrastructure, programs, opportunities, and big ideas to enhance not only the student section, but the department and community as well.  This is where you need to start dreaming big and then figure out the logistics of how your cabinet is going to accomplish these big ideas.
The new President is expected to have a brainstorming/idea development meeting with all the new and past officers at the beginning of the term to discuss the direction of the student section.  This meeting should specifically focus on what needs to change and what needs to stay the same.  Former officers should be able to provide useful suggestions, feedback, and experience for the new officers.  
3.3.1 Vision/Goal Setting

The first step in planning the is to determine your the goals for your officer.  

· What is to be accomplished during your term in office?

· What programs in your area of responsibility need to stay and go?

· What new ideas do you want to implement?
Mentioned below are three general areas for improvement.

Optimization.  How can we making existing operations run more smoothly?  This can extend from a mere tweak to a complete redesign of a program itself or how it is administered.  
Expansion.  What new programs or infrastructure can we create to improve the Student Section?

Integration.  What other organizations and specific individuals share common interests with the student section?  Where there are common interests, there is synergy to be gained through sharing resources and combined efforts.  This type of improvement is generally found between the student section and 

· Its members (ie. intramurals)

· department (ie. outreach activities)

· university (ie. student representation)

· ANS-National (ie. student conferences)
· companies (ie. recruitment)

· etc.

3.3.2 Logistics

Upon establishing a firm set of goals and the relative priority of those goals, the next step is to determine exactly what has to happen in order to realize these goals.  This requires figuring out who’s going to do what, when, and how.

The appearance of being organized is also important.  Members will be more strongly drawn to the Student Section when they believe it is something taken seriously by those involved.
3.3.3 Officer Organization

Independent Areas of Officer Responsibility.  Officers are not assigned to a bunch of unrated tasks but to independent areas of responsibility.

The Vice President of Internal Affairs’ Independent Areas of Officer Responsibility is everything related to student employment.

Specific Officer Duties.  The specific duties/tasks involved with each officer’s Independent Area of responsibility are explicitly stated so each officer knows exactly what is expected and required of them.

The Vice President’s Specific Duties are explicated stated and explained in Section 4.

To see all the officer’s Independent Areas of Officer Responsibility and Specific Officer Duties, visit the “Planning” Section of the Presidents handbook.

Student Section Organizational Structure.
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Figure 1 – ANS Organizational Structure

3.3.4 Standardized Communications

Email subject lines that always begin with 

“ANS – Subject”

are useful to members when scanning through emails.  Standardized flyers, document headings, etc. communicate a professional and organized appearance to your affiliates.
3.3.5 Regular Officer Meetings

Building officer relationships facilitates a more enjoyable and productive working environment.  Officers should set aside an hour once a week to grab a bite, hang out, ease the tension, get to know each other, and keep the ANS wheel turning.

4 OFFICER DUTIES
4.1 Officer Duty 1
Administrative Start Date:  ????
Description.
How To Perform Duty 1
????
4.2 Officer Duty 2
Administrative Start Date:  ????
Description.
How To Perform Duty 2

????
4.3 Officer Duty 3
Administrative Start Date:  ????
Description.
How To Perform Duty 3

????
5 TRANSITIONING OUT OF OFFICE

5.1 Student Section Materials Updates

Your cabinet will undoubtedly produce some good ideas and infrastructure.  For these to be passed along, officers will need to update handbooks.  Some ideas require nothing more than someone to write them up while others require a vote of the membership in accordance with the Student Sections Bylaws and Rules document.  The objective for every cabinet leaving office should be to leave behind adequate infrastructure so that ideas that have been produced are continued for years to come.  

Additionally, it is especially valuable to lay the foundation for the next cabinet.  There are things experienced officers are in a better position to accomplish than new officers.  This means doing more than just updating handbooks and giving advice to new officers, it means making needed changes to existing infrastructure so that the future officers do not have to suffer the same inefficiencies as your cabinet.
5.2 Organizational Updates
Throughout the course of the year, the roles of each officer have probably changed from what they were initially.  Document these managerial improvements by updating the “Current Independent Areas of Responsibility”, “Specific Duties”, and “Organizational Structure” found in section 3.4.2.1.  Also, make sure these changes are reflected in the other officer handbooks.  This acts to shape officer positions for the upcoming year and provide candidates running for office with the correct expectations of their prospective positions.
5.3 Annual End-of-Year Report to ANS-National

ANS-National requires each Student Section to submit an End-of-Year Report.  The President is in charge of putting together this document.  Each officer is expected to have documented their activities (hopefully including lots of fun pictures and videos!) and to submit them to the President for him/her to include in this report.

Samual Glasstone Award.  The Glasstone Award is presented to the best student section in the country at the end of each school year.  The application for this award is separate from the End-of-Year Report.  A certificate and cash prize is presented to the winning student section AND all Honorable Mentions.  See the SSC Website for more information, http://committees.ans.org/students.
5.4 Officer Elections

Student section officer terms are typically (but not necessarily) for one year.  At the end of each term, elections are held.  The President takes care of the preparations and presides over the elections meeting.  Exiting officers are expected to provide newly elected officers a printed copy of this handbook upon their election, like passing the torch.
6 ADDITIONAL STUDENT SECTION INFORMATION

6.1 Vice President’s Black Book

The Student Section interacts with many different outside entities.  Developing and maintaining relationships with these entities provides increased opportunities to the Student Section’s members.  Copy and paste all entries into this same Black Book Section of the President’s Handbook.
Here are some examples of relationships that should be documented.

· Significant People – representation

· Other student organizations – student government organizations as well as other student societies, professional and non-professional

· Department – Define how the student section interacts with the department

· University – Define how the student section interacts with the different components of the university.

· Sources of Funding – relationship maintenance with key revenue sources

· Sources of Employment Opportunities – facilitating recruiting and professional development opportunities through engaging professional entities

· Sources of Other Resources

· ANS-National – Student Sections Committee

· ANS-National – Outreach

· ANS Local Professional Sections

Private Recruiter contacts are kept separate from this handbook in an effort to keep them from them becoming public.
EXAMPLES:

ANS-National Student Sections Committee.  The ANS-National Student Sections Committee (SSC) is the supporting, overseeing, and representative body for the nation’s student sections.  The SSC is made up of between 10-20 members, approximately half of which are students and the other half are professionals.

ANS-National Outreach Department – There folks provide the student section with free outreach materials, financial assistance, and consultation.

ANS-National Outreach Department
outreach@ans.org
phone 708-352-6611 (ANS switchboard) and ask for the Outreach Department

Student Engineers’ Council – The Student Engineers’ Council is a major funding source for the Student Section.  At the end of each semester, each professional society is allowed to make a funding presentation to the Council for a specific need.

Additionally the SEC is where students of the Nuclear Department and the ANS Student Section are provided representation within the College of Engineering.

Company XYZ – Mr. Black.  Company XYZ provides us the opportunity to tour their facilities every year.  This opportunity is made possible through Mr. Black, VP of Operations at Plant ABC.
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