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1 MESSAGE TO NEW OFFICERS
This officer handbook, while incomplete, should provide you with officer training, general information, instructions/procedures, and previous officer experience.  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 that future officers 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 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.  Upon adoption of this handbook, replace these highlighted sections with the content specific to your student section.
2 OFFICE OVERVIEW:  President

Purpose of this Position:
Provide the ANS Student Chapter with visionary leadership and operational oversight
Benefits of this Position to the Officer:

· Leadership Experience
· Management Experience

Benefits of this Position to the Student Section:
· Innovative change
· Organizational maintenance
Staff/Faculty Correspondent:

ANS Faculty Advisor

Dr. XXXX



prof@ne.college.edu


123.456.7890
Department Head

Dr. XXXX



prof@ne.college.edu


123.456.7890
Area of Responsibility:

· Leadership and Direction
· New Program Development
· New Infrastructure Development
· Development of New Areas of Interface and Integration
· Holding Meetings
· Handbook Completion
· General Statements outlining Officer’s independent area of responsibility

Specific Duties:

· Hosting Meetings
· 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 Recognition – Obtaining official status for your student section from the Nuclear Department, University, and ANS-National (Section 3.1)
2 Gaining Access to Resources – Certain officers are privileged to and require access to certain resources.  These accesses need be established.  (Section 3.2)
3 Officer Training and Orientation – Introducing new officers to the specifics related to their duties (Section 3.3)
4 Planning – Developing the vision and laying out the logistics for the upcoming year (Section 3.4)
3.1 Recognition
Immediately following elections, the new cabinet will need to gain recognition as the new officers from the
· Department (Section 3.1.1)
· University (Section 3.1.2
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)
· ANS-National (Section 3.1.3)
3.1.1 Department

The student body, faculty and staff need to be aware of who the current officers are. 
How to Gain Recognition from the Department

To become recognized by your Nuclear Department, provide the following people with the Names, Titles, and Contact Information for the new officers.  
· Student Body
· Department Head
· Department Faculty
· ANS Faculty Advisor
· Department Staff
· Department Outreach Coordinator
· Other members of the department directly involved with the student section.
3.1.2 University

There are benefits associated with having the student section recognized by the University as something to the effect of a “student professional society” or “student organization”.  Each university is unique and therefore specifics on how to accomplish this can not be offered here.  You’ll need to find this information on your own.  Ask the former president or the student section’s faculty advisory about how this works at your university.
How to Gain Recognition from the University

????
3.1.3 ANS-National

Recognition from ANS-National is administered by the Student Sections Committee (SSC).  ANS-National must approve you as an official Student Section before you can use the ANS name.  This only has to be done once.  To see if your school has an official Student Section, visit http://www.ans.org/const/student/.
How to Gain Recognition from ANS-National
View the requirements to create a student section at http://committees.ans.org/students/resources/startup.shtml. 

After you are an official Student Section, you are required to submit several items to the SSC each term in order to stay current.
Student Section Guidelines.  Because ANS-National’s requirements of the student sections change from time-to-time, a single document is maintained by the SSC with explicit instructions on everything a student section needs to do to stay current.  This document is called the Student Sections Guidebook and it encompasses everything ANS-National expects from a student section as well as everything a student section can expect from ANS-National.
How to Gain Recognition from ANS-National
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.
3.2 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 3.2.1)
· 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 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
????
Student Section Website.  Mention your student section’s url.  Discuss what is on it.
How to Obtain Administrator Access to the Website

????
3.2.2 Department 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:
· Funding for certain functions and activities
· Materials such as letterhead and mailing privileges
· Outreach support
How to Gain Access to Departmental Resources

????
3.2.3 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

????
3.2.4 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.
3.3 Officer Training and Orientation
New officer training takes place on several levels:

· Student Section (Section 3.3.1)
· Department (Section 3.3.2)
· University (Section 3.3.3)
· ANS-National (Section 3.3.4)
3.3.1 Student Section

While some sections 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 3.4.1.
3.3.2 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

????
3.3.3 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

????
3.3.4 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  
3.4 Planning
During your term as President, you can either maintain the status quo, let the organization lie dormant, or better yet, you can develop new infrastructure, programs, opportunities, and big ideas to enhance not only your student section, but your 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.
It is suggested 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.  

3.4.1 Vision/Goal Setting
The first step in planning student section activities for the upcoming year is to determine the goals of the student section.  
· What is to be accomplished during your cabinet’s term in office?
· What changes in the organization need to occur?

· What programs need to stay and go?

· What new ideas do we want to implement?
Mentioned below are three general areas for Student Section 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.
3.4.2 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.  It’s important that all the relevant people are involved in shaping these decisions.

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.
3.4.2.1 Officer Organization

After a few years of section operation, the officer organization should be pretty well defined but as the section grows, updates are need.  Officer organization consists of 
· Assigning each officer position to its Independent Areas of Responsibility

· Defining each officer position’s Specific Duties

· Determining the Student Section’s Structural Organization

Independent Areas of Officer Responsibility.  It is better to not just assign officers to a bunch of unrated tasks but instead to independent areas of responsibility.

The benefits of assigning officers Independent Areas of Responsibility are in

· providing members and officers alike a clearer definition of each officer’s role

· providing each officer the creative maneuverability necessary for innovation

· providing each officer with the motivating factor of “taking pride in one’s own work”
· providing each officer position with increased purpose and responsibility

· providing each officer position with increased accountability to not just their superior officer but to the entire society (members, student body, and faculty)

· providing each officer with a global vantage point necessary to make improvements to the system (thus the essence of what it means to take a leadership role)

· helping the organization as a whole to more quickly defeat the learning curve associated with certain repetitive tasks

EXAMPLE:  Imagine the difference in outcome between (Scenario A) assigning all officers the responsibility of conducting one outreach event (aka. overlapping areas of responsibility) and (Scenario B) having one officer conduct all outreach events (aka. independent area of responsibility).

(Scenario A) The outcome for the first scenario would be that most officers would default to not get around to conducting an outreach event simply because it is not a priority to them.  

(Scenario B) The outcome of the second scenario would be an officer position that is solely responsible and personally accountable for conducting all the Student Section’s outreach events.   But for arguments sake, let’s say this officer assigned to doing only outreach may still decide not to perform this duty because outreach is not of interest to him/her.  Let us assume that before officer elections were held, all the candidates running for this office were made knowledgeable that the primary responsibility of this office is to conduct outreach events.  Then the person elected to this position would likely be interested in performing outreach to begin with and thus inclined to fulfill the outreach responsibility of the office.  The outcome is that Outreach Events are performed!
Having independent areas of officer responsibility is an extremely important part of the Student Section’s development.  Giving officers the capability to develop an entire arm of the organization empowers officers to create and build their office which in turn allows the organization to grow and develop infrastructure.

EXAMPLE:  The Vice President position is a primary example of an office typically thought of as having no obvious or specific job description other than to assist the President.  Leaving the Vice President’s office without a specific purpose inevitably leads the Vice President to doing odd jobs for the duration of the term not producing much growth or development.  Instead, the Vice President’s office needs a prescribed purpose such as managing recruiter’s visits and the recruitment program or some other meaningful Independent Area of Responsibility.
Specific Officer Duties.  After determining what the general independent areas of responsibility are, you need to precisely determine the specific duties/tasks involved with each independent area of responsibility.  This way each officer knows exactly what is expected and required of them.  Making sure that each officer not only accepts these responsibilities but finds fulfillment in performing them is just as important.  Keeping officers motivated is a key factor in getting things done and done well.  Make sure that the grunt work and responsibility is well distributed so everyone involved receives a meaningful, purposeful, and rewarding role.
Current Independent Areas of Officer Responsibility.  Below are the current Independent Areas of Officer Responsibility as recommended by the former Officers.  It is the President’s responsibility to make certain that the individual officer handbooks reflect what is shown here on their “Office Overview” page.
EXAMPLE:

President
· Leadership and Direction
· Development of New Programs
· Development of New Infrastructure
· Development of New Areas of Integration
· Holding Meetings
Vice President
· Professional Development Programs Manager
· Student Engineers’ Council Representative

· Conference Proposal Chair
Treasurer
· Money Management
· Fundraising Programs Manager
· Business Programs Manager
· Travel Coordinator
Secretary
· Social Programs Manager
· Outreach Programs Manager
· Records Management

Other Officer(s)
· ????
Current Specific Officer Duties.  Below are the current Specific Officer Duties as recommended by the former officers.  It is the President’s responsibility to make certain that the individual officer handbooks reflect what is shown here on their “Office Overview” page.

EXAMPLE:

President
· Set Up Meetings and Arrange Speakers
· Development of New Mentor Program
· Develop Coordination Infrastructure with Health Physics Society
· Update and Maintain Student Lounge Bulletin Board Calendar
· Document Activities for End-of-Year Report
Vice President 
· Manage Career Development Program
· Attend Student Engineers’ Council Meetings
· Draft Conference Proposal
· Document Activities for End-of-Year Report
 
Treasurer
· Fundraise $500
· Develop and Oversee adherence to Budget
· Manage Merchandise/Store/Sales
· Coordinate Conference Travel
· Document Activities for End-of-Year Report
Secretary
· Manage Intramurals Program
· Arrange, Prepare and Execute minimum of 3 Outreach Event
· Update and Maintain Records System
· Document Activities for End-of-Year Report
· Compile and Submit End-of-Year Report 
· Assistant to Treasurer for Conference Travel Coordination
Other Officer(s)
· ????
Current Student Section Organizational Structure.  Below is the current organization structure as recommended by the former officers.  Arrange an organizational chart to display how the officers work together in your student section.  Add any relevant discussion here.
EXAMPLE:


[image: image2]
3.4.2.2 Resource Allocation
Materials, money, time, etc. are all limited resources that need to be budgeted for.  Should the student section conduct large scale operations that require sufficient volunteers, then manpower will also become a limited resource.  Perform the following planning as necessary:
- Budget/Financial Planning (mandatory)
- Milestone Planning/Deadline Scheduling
- Manpower Scheduling

- Other Resource Budgeting
Financial Budget.  Lack of financial planning and financial mismanagement can quickly bury the Student Section for years to come.  Make certain that a balanced budget is produced and adhered to by the Treasurer.  Be aware of the upfront costs involved with conference travel, approximately $XXXX.  Make certain there is a minimum amount of funds available at all times to avoid cash flow problems.  The suggested minimum amount of funds that should be present in the treasury at the end of the year should be no less than $XXXX.

3.4.2.3 Standardized Communications
It’s not a bad idea to standardize communication mediums.  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.

In larger nuclear departments with multiple student professional organizations and regular departmental events, Microsoft Outlook can be used to coordinate between the otherwise competing entities.  If you set up a resource in Microsoft Outlook named “Event” and allow ANS, HPS officers, departmental staff, and/or faculty to reserve this “Events” resource, you will have an effective system of event coordination within the department.  Setting up a system correctly can effectively coordinate events and guard against different groups scheduling competing/overlapping events, likely resulting in a split attendance.
3.4.2.4 Regular Officer Meetings
Building officer relationships facilitates a more enjoyable and productive working environment.  Consider having officers 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.  Not getting officers together often enough can leave officers feeling disconnected and result in dwindling commitment and interest.
4 OFFICER DUTIES

The President gets to write his/her own job description which generally falls into two parts:

· Leadership

· Operations Management

Additionally, the following programs require the President to perform them because of their crucial importance to the success of the organization.

· Recruiter Recruitment Program
· Guest Speaker Program
· Travel Grant Program
· ANS-National Student Sections Committee (SSC) Representative
· Officer Duty 4
Leadership.  Seek out areas in which the student section can be improved and make it happen.  Examples of good leadership initiatives are

· Developing New Programs

· Developing New Infrastructure

· Optimizing Existing Programs and Infrastructure

· Integrating the Student Section with other Organizations with Shared Interests

· Anything you can think of

Operations Management.  It is ultimately the Presidents responsibility to make sure everything that needs to get done does so.  Section 5 shows the Student Section’s ANS programs, their descriptions, and the officer’s responsible for managing each program.  Oversee that these programs are progressing on schedule and as anticipated.

The management task can become difficult at times as officers are not always interested in performing their duties.  Keep in mind what keeps officers motivated:

· job satisfaction – meaningfulness and/or enjoyableness of task

· duty and responsibility – out of respect for the people they serve, both the other officers and members

· personal identification with officer position – gained from peer acknowledgment

So if one officer is given nothing but grunt work, they will quickly loose interest in participating.  If an officer is in social discord with other officers and/or the members they serve, they will quickly loose interest in participating.  If an officer does not receive appropriate recognition for the work they do (ie. I did it but the president seems to be getting all the credit), they will quickly loose interest in participating.

Some officers require a lot of hand holding while others are autonomous.  For the officers who require hand holding, refrain from cracking the whip on them.  Since officers are not paid, they must have a high level of respect for you to respond to whip cracking.  Make sure to be there for any officer who gets behind, assisting them as needed so to get the job done and done right.

Some officers fail to participate at all.  When this occurs, appoint someone who wants to do their job.  Appointing someone does not require the slacking officer to be dismissed.  To compensate/motivate an appointed officer, offer them a respectable title that does not supersede any of the elected officers such as Administrative Assistant, Deputy Vice President, Assistant Director, etc.  Also, consider offering them reassured funding for conference travel, if available.

4.1 Recruiter Recruitment Program
Administrative Start Date:  Immediately
The objective of Hosting Recruiter is to interface our students with nuclear companies and organizations.  In bringing recruiters to our department, we serve this objective through ANS/HPS Meetings, Interviews and Luncheons and other recruiting engagements.  Attempt to arrange as many recruiter visits as possible.
How to Host a Recruiter Visit

I    gather recruiter contact information

II   solicit recruiters – contacting prospective recruiters and invite them to come 

perform recruiting functions at the department

III arrange and coordinate recruiter campus visits – design of a custom itinerary 

and choose a date for the engaged recruiter, you will need to coordinate your recruiter visit with everyone involved to make sure that everyone’s schedules are available – them, interviewees, student body, members, faculty, other campus and departmental calendars, etc.
IV  prepare recruiter campus visits – putting together the details of the visit, 

arranging interview schedules, reserving rooms, equipment and ordering food, informing students of dates and times, basically organizing the recruiters visit from start to finish.
V   host recruiter campus visits – greeting, escorting, and taking care of your guests 

throughout the course of their visit, and any problems that arise.  Hospitality is a key ingredient in the recruiters perception of you individually and the department as a whole.  They need five star treatment from start to finish.
I  How To Initially Get Recruiter Contacts

· Attend ANS-National events!!!  These are full of recruiters.  Meet them, shake their hand, and get their business card.

· Poaching from your professors’ Black Books.  Just ask them, they’ll be happy to help.

· Visit career fairs and do some recruiter recruiting.

· Professors regularly bring in professionals.  Seek opportunities to piggyback an ANS function to an existing visitor’s itinerary.

· Be in the loop with your department staff.  These key individuals usually have the pulse of the department and can pass on valuable information to you.

· Your ANS Faculty Advisor is a great source of contacts.

· Other ANS officers and students, see section 6.1 of this handbook for the Student Section’s Black Book.

II  How to Solicit a Recruiter Visit

Ask them!  Respectful emails and phone calls are a perfectly acceptable means of accomplishing a recruiter visit.  Don’t be discouraged if you do not receive an immediate or eventual reply from some professionals and understand they are very busy people.

III  How to Arrange and Coordinate a Recruiter’s Visit

Once a recruiter approaches you about performing a recruiting visit (usually by replying to an email), you will proceed to agreeing upon a visitation date and an events itinerary.  It is important to complete this task in as few emails as possible so to appear competent and organized.  Make sure to coordinate your recruiters visit with other campus, department, and student activities.  Setting up a system to coordinate events within the department and other nuclear student societies guards against competing events splitting student attendance.  Do your best to make certain that there are no competing events happening on the date.

IV  How to Prepare a Recruiter’s Visit

1 Prepare a “Reception Folder” – upon the recruiter’s arrival, it is important to present the recruiter with a hard copy of their itinerary.  To enhance the presentation value of this, place the document in one of your department/university’s logo folders.  In addition to the itinerary, the Reception Folder should include a parking pass, campus map, contact information, etc.  It is recommended to highlight important locations on the campus map, such as available parking and recruiting event facilities.  Contact information can be displayed via business cards and should include the Dept. Head, yourself and anyone else you feel is necessary.  It is also recommended to add the department’s main number somewhere, potentially on a makeshift business card that you might have to make.

2 Reserve facilities and equipment – it is extremely necessary to reserve rooms and equipment in advance.
3 Inform the student body – department listserve and flyers are usually sufficient when posted effectively.  For special events, class visitations are a viable option.
V  How to Host a Recruiter’s Visit / Hospitalities  

Of utmost importance is to provide the recruiter with a good impression and experience of the Nuclear Department.  Hospitality is a key ingredient in the recruiters perception of you individually and the department as a whole.  They need five star treatment from start to finish.  Offer to take them to dinner, have a few students accompany them out on the town at the end of the day, provide refreshments, and be organized.  Keep in mind that things seldom go as planned:  rooms get double booked, mistakes are realized, schedules change unexpectedly.  Make sure to be available and ready to respond and deal with the unexpected.  Keeping cell phones on, frequently checking in with the recruiter, and communication with/through the department secretary are all utilizable channels to minimize the impact of any problems.
4.2 Guest Speaker Program
Administrative Start Date:  Immediately
Guest Speakers are a usual reason for calling an ANS Meeting.  It is very important to brief a guest speak about his audience’s expectations well ahead of time.  Should a speaker not be briefed, you can usually expect a speaker to give the 101 speech about how nuclear is great, boring everyone to tears and disfranchising members.  Prompting a speaker to talk on a certain level and about a specific topic can really aid a speaker in reaching his audience and more importantly for your members to enjoy the presentation.  Foremost, a speaker needs to feel that his/her time has been productively and enjoyably spent further strengthening the relationship between the Student Section, the speaker and speaker’s company/organization.
How to Advise Guest Speakers
Send the guest speaker document XYZ that discusses how a guest speaker can best address the Student Section members.  This document can be found at ????.
4.3 Student Section Travel Grant Program
Administrative Start Date:  2 months before event
Should your student section have funding available to apply to its members travel to conferences, the Student Section will need to construct a system in which funding is budgeted for and fairly allocated to qualified recipients.

EXAMPLE:

How to Choose Who Gets Available Travel Funding
1 Develop a Funding Rubric.  Develop a rubric to fairly asses who gets funding and how much.  Generally, travel funding is allocated with regards to student activity with the student section.  
You may choose to fully or partially fund some or all students.  You may also choose to require a student co-pay.  There are two reasons to partially fund most students instead of fully funding everyone.  The first is to weed out the freeloaders who are only going because it is a free, the second is to spread the funding a little further.
Providing varying levels of funding to students based on levels of student activity with the society is also acceptable.  For example,
· Full funding for presenters
· Full funding for officers
· 2/3  funding for active members
· 1/3  funding for semi-active members
· no   funding for inactive members
Allowing only active students by setting an activity level cut off is also an acceptable way to throttle students.
· must work one outreach event per semester(officer signature required)
· must attend one social event per semester

· must attend three meetings per semester

You may also give precedence to seniority.  This is usually the case with national conferences because they are more beneficial to graduating seniors than to lower classmen.
There are plenty of other considerations for determining who gets student section funding to go.  Be fair and make sure to meet applicant expectations with the decision rubric you implement.
2 Call for Applications.  Announce to your membership what they need to do to apply for funding.  Request whatever information you need to adequately and fairly evaluate applicants.  This requires an application deadline.
3 Review of Applications.  Once you receive all the applications, you’ll need to determine their priority level and funding award amounts based on your original decision rubric.
4 Funding Award and Further Requirements Notification.  Notify all applicants about the result of their applications whether they receive funding or not.  Additionally, it is convenient at this time to inform conference goers about what happens next and what else they need to do before the conference.
4.4 Student Sections Committee Representative
Administrative Start Date:  2 months before the ANS-National Annual Meeting, Winter 

   Meeting, and Student Conference
Student Section Committee Meetings are held at every national and student conference and provide Student Section’s the opportunity to get involved on the national level, network with other student section leaders, express ideas, and represent your student section’s interests.

How to Attend the Student Sections Committee Meetings

Just show up.  Check the specific conference program, available on the specific conference’s webpage, for the Student Sections Committee Meeting date, time, and place.

Student Section Presidents are expected to attend the Student Sections Committee Meetings that takes place at ANS-National and Student Conferences.  Should a Student Section President not be able to attend the meeting and at least one student from the University is attending the conference, a delegate should sent in President’s stead.

4.5 Officer Duty 5
Administrative Start Date:  ????
Description????

How to Perform Officer Duty 5
????
5 STUDENT SECTION OPERATIONS:  The Program Portfolio
5.1 Fundraising Programs
Fundraising goals are determined by the annual budget.  Usually the dollar amount of fundraising required annually is equal to the dollar amount necessary to balance the annual budget.  Not performing adequate fundraising can cause general operations to become very difficult should available cash dip below a minimum level.  Not balancing the annual budget and leaving the next ANS cabinet to run off fumes is the biggest disservice a cabinet can do to the Student Section.
Make certain that any and all sources of funding are well documented and passed on to the next cabinet via this handbook.
5.1.1 Fundraising Activity 1

Administered by:  Administering Officer
Administrative Start Date:  ????
Description????
5.1.2 Fundraising Activity 2
Administered by:  Administering Officer
Administrative Start Date:  ????
Description????
5.2 Employment Programs
An extremely valuable function of the Student Section is in providing members with access to recruiters.  By hosting recruiter visits and sending students to national conferences, the Student Section facilitates student-recruiter networking which leads to employment.  Interviews, luncheons, and other student meetings are great activities to arrange for visiting recruiters.  Providing this recruiting function to members is also a great way to get students involved with ANS and more forthcoming with their dues.
5.2.1 Recruiter Recruitment Program

Administered by:  President
Administrative Start Date:  Immediately
Description????
5.2.2 Job Opportunity Archiving

Administered by:  Administering Officer
Administrative Start Date:  ????
Your student section’s webmaster is in a good position to compile and distribute information regarding available employment opportunities.  This information is usually distributed by your department, university, ANS-National, and other sources.  It is valuable to your student members for someone to organize this information and make it easily accessible to your student members.  It is suggested to have your webmaster provide this service on your student sections website.

5.3 Outreach Programs
Talking to the public about what we do is extremely important for the nuclear community as a whole.  The Student Section works jointly with the department and ANS-National to perform outreach functions.  The student section generally provides the manpower and the department and ANS-National provide the materials and financial resources.
To see what types of outreach other student sections are performing, you can take a peak at their End-of-Year Reports, available on the Student Sections Committee (SSC) website, http://committees.ans.org/students/resources/glasstone.shtml.  Feel open to contacting other student sections with questions and information requests about their outreach activities.  Their contact information is also available on the SSC website.
ANS-National Outreach Resources.  The ANS-National Department of Outreach offers the student section consultation and free outreach materials.  In exchange, the Student Section needs to keep them informed about their outreach activities (via Outreach Reporting).

How to Obtain ANS-National Outreach Resources
Contact the helpful and friendly individuals at

ANS-National Outreach Department
outreach@ans.org
phone 708-352-6611 (ANS switchboard) and ask for the Outreach Department
5.3.1 Outreach Activity X
Administered by:  Administering Officer
Administrative Start Date:  ????
Description????
5.4 Community Service Programs
Discussion????
5.4.1 Community Service Activity X
Administered by:  Administering Officer
Administrative Start Date:  ????
Description????
5.5 Social Development Programs
Maintaining a strong, fun, lively, and tightly knit local nuclear community is the backbone of the Student Section.  The student section facilitates everyone getting to know each other by organizing GOOD social events.  In doing so, the Student Section can expect to see an increase in active participation in other areas like meetings, outreach activities, etc.  Use this catalyst as needed but beware, bad social events have the completely opposite effect and can disenfranchise students away from the Student Section.
5.5.1 Intramurals Program
Administered by:  Administering Officer
Administrative Start Date:  ????
Intramural sports is a great way to bring the student community together.  A standardized nuke jersey/uniform is a great way to enhance the spirit, camaraderie, and unity on and off the field.
5.5.2 Mentor Program
Administered by:  Administering Officer
Administrative Start Date:  ????
Mentor programs generally include helping freshman and new students by informing them of facilities, resources, and events as well as aiding in their acclimation, involvement, and success.  This type of program is easy to set up and improves student retention and links upperclassmen to lowerclassmen for a tighter student community.
5.5.3 Social Events Program
Administered by:  Administering Officer
Administrative Start Date:  ????
Social Event X.  Description????
Social Event Y.  Description????
5.6 Representation Programs
5.6.1 ANS-National Student Sections Committee Representative
Administered by:  President
Administrative Start Date:  2 months before the ANS-National Annual Meeting, Winter 

   Meeting, and Student Conference
Student Section Committee Meetings are held at every national and student conference and provide Student Section’s the opportunity to get involved on the national level, network with other student section leaders, express ideas, and represent your student section’s interests.

5.7 Business Programs
Your ANS Section may decide to sell things as a fundraiser or as a service to your department.  You’ll usually want one person to oversee the business activities for simplicity in operations.  This person would be in charge of inventory, reordering, money management, and distribution of goods.  It is ideal to keep adequate records of money and inventory related to these types of activities.
5.7.1 ANS Store Program
Administered by:  Administering Officer
Administrative Start Date:  ????
Store Front.  Description????
Merchandise.  Description????
Inventory Management.  Description????
Money Management.  Description????
5.8 Academic Programs
5.8.1 Tutoring Program
Administered by:  Administering Officer
Administrative Start Date:  ????
Description????
5.8.2 Scholarship Information Achieving Program
Administered by:  Administering Officer
Administrative Start Date:  ????
Your Student Section’s webmaster is in a good position to compile and distribute information regarding available scholarship opportunities.  This information is usually distributed by your department, university, ANS-National, and other sources.  It is valuable to your student members for someone to organize this information and make it easily accessible to your student members.  It is suggested to have your webmaster provide this service on your student sections website.

5.9 Professional Development Programs
Providing opportunities for students to improve their professional posture is a valuable service provided by the Student Section.  Hosting guest speakers, conference travel, tours, workshops as well as resume, interviewing and job-searching assistance are all made possible by the Student Section.
5.9.1 Guest Speakers Program
Administered by:  President
Administrative Start Date:  ????
Guest Speakers are a usual reason for calling an ANS Meeting.  It is very important to brief a guest speak about his audience’s expectations well ahead of time.  Should a speaker not be briefed, you can usually expect a speaker to give the 101 speech about how nuclear is great, boring everyone to tears and disfranchising members.  Prompting a speaker to talk on a certain level and about a specific topic can really aid a speaker in reaching his audience and more importantly for your members to enjoy the presentation.  Foremost, a speaker needs to feel that his/her time has been productively and enjoyably spent further strengthening the relationship between the Student Section, the speaker and speaker’s company/organization.

5.9.2 ANS Student Conferences Travel Program
Administered by:  Treasurer
Assisted by:  Secretary
Administrative Start Date:  2 months before the Student Conference
Travel for Student Section members who attend ANS Student Conferences is coordinated by the Student Section.

The ANS Student Conference is the hub for student recruitment and professional development.  Every recruiter from every company in the entire nuclear industry will be there.  Even if students are not seeking internships or immediate employment, the networking opportunities are unparalleled.  Student professional development takes the form of student presentations, professional development workshops, informational seminars, and networking.

ANS Student Conference are held annually, usually at the end of March/early April.  

Conference registration fees usually include a nominal fee for ANS-National members (~$30) and a slightly higher fee for non-national members (~$60).  Since ANS-National Student Membership only costs $20, it is recommended that all students become national members before registering for a student conference.  More information on ANS-National Student Membership is in section 7.3.2.
How to Register to Attend the ANS Student Conference

Visit the student conference website.  Follow the link to the conference home page from the ANS-National Student Sections Committee homepage, http://committees.ans.org/students.  Then follow the link mentioning conference registration.  Follow the posted instructions on registering for conference.

Presenting at the ANS Student Conference.  Students who have been perusing research (undergraduate and graduate) are encouraged to present at the ANS Student Conference.  The purpose of doing so is solely for the experience of giving a professional presentation to your peers (10-30 students) and a very supportive panel of judges made up of recruiters and other professionals (2-3).  This is a great way to get noticed by recruiters in your immediate field of interest.  The best presentation for each presentation track receives an award for their efforts.

How to Register to Present at the ANS Student Conference
Visit the student conference website.  Follow the link to the conference home page from the ANS-National Student Sections Committee homepage, http://committees.ans.org/students.  Then follow the link mentioning a “Call for Papers”.  Follow the posted instructions on how to register to present.  You will be required to submit an abstract of your presentation.
Travel Funding Assistance.  The Conference Hosts typically fundraise on behalf of attending Student Sections.  The check amount usually depends on factors such as distance traveled, number of travelers, etc. and is distributed to the Student Section and not the individual travelers.  

How to Receive a Partial Travel Expense Reimbursement from the Conference Host
Do nothing.  Usually a hosting student section will send a check to the attending student sections for reimbursement of travel expenses, but be warned that this claim is not with certainty.  This check is usually sent directly to the attending student section and not to the individual travelers.  For more information, contact the hosting student section.
5.9.3 ANS-National Conference Travel Program
Administered by:  Treasurer
Assisted by:  Secretary
Administrative Start Date:  2 months before the conference
Travel for Student Section members who attend ANS-National Conferences is coordinated by the Student Section.

The ANS-National Conferences are the hubs for professional networking and involvement.  Professionals in every area of the nuclear field attend the conference to network, present research, cross-pollinate ideas and attend professional development workshops.
There are two major ANS-National Conferences, the Annual Meeting in June and the Winter Meeting in November.  Additionally, there are a number of topical meetings throughout the year.  For more information on ANS-National Conferences visit http://ans.org/meetings.  The national conference registration fee is ~$80 for ANS-National student members and ~$135 for student non-members. A student’s registration fee can be waived through participation in the Student Assistants Program.  Additionally, a partial travel funding reimbursement is available, courtesy of the ANS Professional Divisions.
How to Register for the ANS-National Conference
Visit the ANS-National website, http://www.ans.org.  Follow the link regarding conference information.  Then follow the posted instructions on how to register.  If you apply to the aforementioned Student Assistants Program and are accepted, you do not need register for the conference!  The Student Assistants Program application can be found on the webpage as the conference registration. 
Presenting at the ANS-National Conference.  All students (graduate and undergrad) are eligible to present at the national conferences.  A student who is interested should acquire the recommendation of their research advisor before doing so and should realize the high level of professionalism, research performance, and speaking skills necessary to present at professional conferences.

How to Register to Present at the ANS-National Conference

Visit the ANS-National website, http://www.ans.org.  Follow the link regarding conference information.  Then follow the link mentioning a “Call for Papers.”  Follow the posted instructions on registering to present.

Funding Assistance.  There are two means in which ANS-National provides individual students with funding to attend ANS-National Conferences.
· Student Assistants Program – Students who sign up and are accepted into this program (limited availability) assist in setting up A/V equipment and doing odd jobs for approximately 2.5 hours.  In return, the student’s $85 registration fee is waived and is additionally paid $25 per each presentation session they work.

· Partial Travel Reimbursement Program – The ANS Professional Divisions typically provide individual students with a travel stipend.  The amount of the stipend is dependent on the distance traveled and the number of students requesting.

A check for the sum of these two programs is sent to the individual student usually within two months after the conference.

How to Apply to the Student Assistants Program

Visit the ANS-National website, http://www.ans.org.  Follow the link regarding conference information.  Then follow the link mentioning a “Student Assistants Application.”  Follow the posted instructions.

How to Register for Partial Travel Reimbursement Program
At the ANS-National Conference, there will be a room designated to students and Student Assistants.  In this room there will be someone who will provide you with a travel reimbursement form.  Fill out this form and submit it as instructed.

5.9.4 Student Section Travel Grant Program
Administered by:  President

Administrative Start Date:  2 months before the event
Should your student section have funding available to apply to its members travel to conferences, the Student Section will need to construct a system in which funding is budgeted for and fairly allocated to qualified recipients.
5.9.5 Tours Program
Administered by:  Administering Officer
Administrative Start Date:  ????
Providing your members with opportunities to tour nuclear facilities, on and off campus, is always valuable.  Establish the networking connections and relationships your student section needs to make these tour available in future years.  Add these details to this section of the handbook.
5.9.6 Workshops Program
Administered by:  Administering Officer
Administrative Start Date:  ????
Description????
5.9.7 Resume/Interviewing/Job Search Assistance Program
Administered by:  Administering Officer
Administrative Start Date:  ????
Some students are more skilled and experienced with writing resumes, interviewing, giving presentations, etc.  Connecting these students to the ones that don’t have a clue can really help out the little guys.  Same thing goes for internship, co-op, and full-time job searching.
5.10 Award Programs
It is important to recognize people that go beyond the call, whether it be a student, professor, professional, or random guy.  Letting individuals know that their efforts are appreciated, especially volunteers, will really enhance your surrounding community and encourage involvement.  Develop an awards system that suits your student section to recognize and appreciate these individuals.
5.10.1 Award X
Administered by:  Administering Officer
Administrative Start Date:  ????
Description????
6 TRANSITIONING OUT OF OFFICE
6.1 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.
6.2 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.
6.3 Annual End-of-Year Report to ANS-National
ANS-National requires the Student Section to submit an End-of-Year Report.
How to Prepare and Submit an End-of-Year Report to ANS-National
Visit the ANS-National–Student Sections Committee website, http://committees.ans.org/students.  Follow the link mentioning End-of-Year Reports.  Then follow the posted instructions on how to prepare and submit the End-of-Year 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.
6.4 Officer Elections

Student section officer terms are typically (but not necessarily) one year terms.  At the end of each term, elections are held.
EXAMPLE:

How to Conduct Officer Elections

1 To prevent candidates bringing voting blocks of their non ANS friends, voters must be ANS members.  The membership status of students is verified at the door.  Paid members are provided with a colored note card of an undisclosed color.  The colored note cards are used to distinguish valid voters from non-valid voters.  Candidate will vote by raising their colored note cards.  However, non-members are allowed to join ANS at the door to the effect of gaining voting privileges.
2 After the meeting commences, inform everyone of the process in which the elections will proceed.  Each office will be announced, candidates will speak, and then the office voted on.  Then on to the next office.  The run off order will be President, Vice President, Secretary, and then Treasurer.  Announcing this information allows candidates who do not obtain their office of first pick to run again.
3 To begin the elections, the President position is announced

4 The corresponding Independent Areas of Officer Responsibility, Specific Officer Duties, and Benefits to the Officer are described as found in the officer handbook.
5 A call for candidates goes out.  Anyone choosing to run for the position will raise their hand.
6 These candidates will have 2 minutes (5 minutes for Presidential candidates) apiece in which to speak.
7 After all candidates have spoken, the candidates will leave the room.
8 Members will vote by raising their colored note card.  Members can vote for as many candidates as they like (to offer balance for run offs between three or more candidates).  In the event of a tie, members will be asked to vote again.  In the event of another tie, a coin toss will decide.

9 The candidates return to the room and the winning candidate is announced.

10 The next office position is then announced and steps 4 – 9 are repeated.
11 The new and former Presidents both take down the new officer’s contact information.

7 ADDITIONAL STUDENT SECTION INFORMATION
7.1 Student Section’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.  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

This is where you discuss existing relationships the student section has with the aforementioned entities.  It is important that the student section’s relationships are effectively transferred and maintained through this handbook.
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.

As President, feel free to contact SSC Chairman at the contact information provided on the SSC website, http://committees.ans.org/students, regarding questions, comments, or ideas you might have that would benefit other student sections or the student nuclear community as a whole.

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.
7.2 Holding Meetings

Meetings can be held for a variety of different purposes such as 
· hosting guest speakers

· brainstorm storming sessions
· professional development seminars

· forums for discussion about current issues or trends directly related to student or world nuclear affairs
· other  
Meetings generally should not be held for the sole purpose of disseminating information -you’ll end up just boring everyone to tears.

Good meetings maintain member interest in the organization.  A few bad meetings and you will quickly disenfranchise members from attending meetings and ANS functions altogether.  Keep this in mind when deciding whether or not to call a meeting and determining the meeting content.
7.3 Membership
7.3.1 Student Section

Student Section members generally need a reason to want to join and pay their dues.  Most sections begin by having guest speakers and having them provide food for members at meetings.  Eventually a student section will bring other activities online, such as providing interviews, which makes membership not just desirable but advantageous.  Why should students want to join your student section?
How to Become a Student Section Member

For a student to be a member of the Student Section, they must
· Fill out a membership application available at meetings and submit it to the Secretary
· Pay dues at a rate of $XX per semester paid through the Secretary
· Other criteria
7.3.2 ANS-National
Benefits of ANS-National student membership includes offsetting conference registration costs (enough to cover your membership), access to the professional mentor program, and a monthly issue of Nuclear News magazine.
How to Become an ANS-National Member

For at student to be a member of ANS-National, they must
· Fill out a membership application on line at http://ans.org/join
· Pay dues at a rate of $26 per year.
7.4 Proposing to Host the ANS Student Conference

Ambitious Officers and a Strong Student Section can lead to only one thing, the development of an ANS Student Conference Proposal.  This undertaking will require the efforts of more than one person.  The best way to produce this proposal is for the President to appoint a Student Conference Proposal Committee.  This committee should consist of a committee chair or co-chairs and relevant supporting committee members.  The committee chairs should aspire to be the actual conference chairs.  This endeavor takes enduring commitment of the committee and usually multiple years of proposal submittals.  For more information to proposing to host the annual ANS Student Conference, visit the ANS Student Sections Committee website, http://committees.ans.org/students, and download the Student Conference Proposal Guide.
7.5 Amending the Student Section’s Organizational Structure

All student sections are different with respect to their unique needs.  The organizational structure of each student section should reflect the serving of those needs.  Most student section’s initial structural organization is the standard subordinate orientation, aka. the President, Vice President, Treasurer, Secretary structure .  While the subordinate orientation may suffice initially, there usually comes a point when modifying it would allow the student section to run more smoothly.  The following are suggested methods for organizational improvement:
Creating New Officer Positions.  The number of officer positions can be increased to provide the additional manpower required to manage newly developed programs and maintain newly created infrastructure.
Also, when titling officer positions, make sure the title fits the efforts.  The right ring to an officer position can change the attitude surrounding the position.

EXAMPLE:
  Outreach Chair vs. Director of Outreach

Motivational Improvements.  Make sure there are inherent benefits designed into each officer position.  Be reminded that officers work for free. 
The motivation for an officer to do a task generally comes from three places

· job satisfaction – meaningfulness and/or enjoyableness of task
· duty and responsibility – out of respect for the people they serve, both the other officers and members
· personal identification with officer position – gained from peer acknowledgment
So if one officer is given nothing but grunt work, they will quickly loose interest in participating.  If an officer is in social discord with other officers and/or the members they serve, they will quickly loose interest in participating.  If an officer does not receive appropriate recognition for the work they do (ie. I did it but the president seems to be getting all the credit), they will quickly loose interest in participating.  

When designing officer positions, make sure that the grunt work, meaningful work, and recognition is fairly distributed.  Make sure officers are getting along, possibly by going out together for a meal once a week to ease the tension and build friendships.  Make sure to give credit where credit is do and that all positions have some sort of public profile (nobody should be concealed in the background).
Independent Areas of Responsibility.  New and old officer positions can be restructured to provide a more valuable function to both the individual officer and the organization as a whole.  This is accomplished by replacing subordinate roles with ones of independent responsibility.  The objectives of a movement toward independent responsibility is to 
· providing members and officers alike a clearer definition of each officer’s role

· providing each officer the creative maneuverability necessary for innovation

· providing each officer with the motivating factor of “taking pride in one’s own work”
· providing each officer position with increased purpose and responsibility

· providing each officer position with increased accountability to not just their superior officer but to the entire society (members, student body, and faculty)

· providing each officer with a global vantage point necessary to make improvements to the system (thus the essence of what it means to take a leadership role)

· helping the organization as a whole to more quickly defeat the learning curve associated with certain repetitive tasks

Reduction of Multitasking.  If you give someone two tasks to do, they will end up focusing on the task they prefer to do and doing the bare minimum, if anything, on the task they less prefer.  Organizing like tasks under a single officer removes this dilemma.  
EXAMPLE.  If you ask each officer to host one outreach event and one social event each, you should expect to have more social events than outreach events.  If instead, you have a Social Officer and an Outreach Officer, you would expect to see equal numbers of social and outreach events (assuming that the people who were elected to these positions are equally motivated to perform the duties of the office they chose to run for.)

Outside Integration and Mentoring.  Officer positions can be paired with a corresponding external entity.  For example, the Outreach Officer can be paired with the Nuclear Department’s Outreach Coordinator.  The objective of this integration is to

· optimize utilization of combined resources.
· provide improved officer training and mentoring from an experienced member of the staff/faculty, a great improvement over relying on the officer handbook, former officers and on the job learning.
· improve the Local Nuclear Community as a whole.
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