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ASB Specialized Coordinator Descriptions
A few components to being a student coordinator:
Prior to the trip
· All coordinators are required to attend two weekly meetings.
· Maintaining communication with advisors through weekly e-mail updates.
· Hold at least one work hour in the community service office during the week to complete tasks with an advisor’s presence and assistance. 
· Coordinators are also responsible for weekly leadership roles which are revolving (please see below).
· Must not miss more than 6 meetings. 
· Responsible for finding duty coverage should they not be able to make a meeting.

· Enthusiasm for the participants of the group, fundraising, teambuilding and the ASB experience.
During the trip
· Lead and facilitate group discussions and reflections on a daily basis

· Assist the advisor with the meeting routine.

· Help promote harmony mutual support and learning within the group

· Be a strong peer contact for all participants during the project.

· Take pictures for future publications

· Audio and Video document the trip and download to itunes (Craig Thomas will assist)

· Collect pamphlets, pictures, cultural memorabilia, trinkets, items, etc. for future use.
After the trip

· Compose trip description/report of project, noting any mishaps, suggestions for the future, and highlighting the group’s favorite activities, moments, etc.
· Follow up ASB experience by:  

1. Creating a service project that relates the issues you encountered globally to the local Wilkes-Barre area. 

2. Connecting this new local experience with your particular experience and share this with the campus.  This can involve writing a newspaper article, creating a presentation, promoting awareness about issues, or anything of your choice.   

For example, if your student lead the Hurricane Katrina Project, you can, as a group, work with the local habitat for humanity in Wilkes-Barre. Then you can write a newspaper article to relate the issues you saw in LA with the Wilkes-Barre area. This step following your project allows you to make what you learn relate back to your lives at Wilkes!

· Explore and implement ways to promote the on-going positive impact of the project on the participants.
· Ensure project participants complete evaluations with regard to the project. 
Specialized Coordinator Descriptions
· Communications Liaison (two positions) 

These coordinators serve as a communications bridge, relaying important messages for participants, coordinators, and advisors of each ASB trip location. The Communications Liaisons also assumes the role of monitoring individual’s fundraising progress (excel spreadsheet) and keeping individual participants on task and celebrating individual’s success.  The communications people will also be the point person for participants to contact should they need to be excused from a meeting. Communications will monitor participant attendance and encourage participants to come to meetings. The Communications Liaison will report habitual absences to the advisors of the particular location experiences. The communications liaison will be given time during each meeting to give updates.
· Publicity

The publicity coordinator maintains communication with the university and Wilkes-Barre community. The publicity coordinator works closely with the Fundraising Liaison and fundraiser point person to help publicize the activities through many mediums such as web pages, radio, television, and print. By using key university figures such as Christine Tondrick, Craig Thomas, and Carl Brigido, the publicity person will “tell the ASB story.” The publicity person will report all materials she or he has distributed to the media during the weekly meetings.
· Treasurer
The Treasurer keeps up-to-date records of the finances for ASB and is responsible for maintaining bank records and all receipts. The Treasurer shall make all deposits and payments with the business office of the college in the ASB account. She or he will work closely with the University’s individual giving department to determine how much is raised through sponsorship letters. She or he is responsible for reporting financial progress and celebrating successes. The treasurer will work collaboratively with the community service coordinator with this process. Time outside the two weekly meetings is essential to this process. 
· Fundraising Liaison (two positions)
These coordinators serve as a planning and communications Bridge, relaying important messages for fundraising point persons, participants, coordinators, and advisors. The Fundraising Liaisons also assumes the role of monitoring fundraising progress (i.e.- creating banners, gathering supplies, and signing up participants, securing transportation if needed), offering encouragement, and keeping participants on task and celebrating successes. A positive attitude is essential to this position.
· Historian (two positions)
The Historian’s role is to photograph, record, and document or collect and compile information from all activities and events. She or he will maintain a website, reporting these activities on the web. Either one of the historians must be at all of the fundraising events. She or he reports activities to the publicity coordinator for submission to the media. Photographs and news stories tell the campus community what it is we are working so hard for therefore, the Historians main focus is maintenance of the ASB scrapbook, website, as well as getting that information to the publicity coordinator. The historians will be responsible for getting the ASB movies transferred to DVD for distribution April 5th at the ASB reunion.
· Secretary/Agenda Moderator (Revolving)
The Secretary and Agenda Moderator positions are revolving, meaning that each coordinator creates the agenda and records the minutes. After each coordinator serves as Secretary they will serve as the Agenda Moderator at the following meeting. The secretary is responsible for recording the minutes at meetings. The secretary ensures the minutes of each meeting are relayed via e-mail to all members of ASB. The Agenda Moderator creates the agenda and runs their particular meeting.

Weekly Leadership Roles- 13 meeting agenda
· Facilitate Coordinator’s meeting, Facilitate group meeting/make agenda

· Opening “go-around”- check up on groups energy
· Teambuilding Exercise

· Cultural Facts/Activities

· Preparation for Service

· Note taker

· Send off dinner committee  (beginning in January)

· Reunion planning committee (beginning in January).
The Role of an ASB Advisor

Advisor Role –
ASB advisors have many responsibilities placed on their shoulders in order to ensure the success of the students in the ASB experience. As the leaders of ASB, we will play many roles over the course of the position, some of which will appear easier than others. As advisors we keep the best interests of the students we are involved with our main priority, and it is our responsibility to make sure the organization is run efficiently and successfully by the students. 

Advisors are Mentors:

· Attending ASB team and coordinator meetings and offering support to student leaders leading the ASB group

· Supporting other advisors in becoming familiar with the ASB experience

· Providing enthusiasm for our profession, spirit of service work, and student growth 
· Exhibiting high interest in aiding in personal development with warmth and understanding

· Encouraging others to extend themselves intellectually, emotionally, spiritually, and professionally
· Supporting students in finding peer mentors within the group

· Teaching teambuilding skills to the student coordinators who in turn involve the group

· Assisting in the performance planning: helping the coordinators create clear leadership descriptions, set expectations, set goals

· Helping the coordinators complete self-assessments of their progress with ASB planning as well as academically.

· Conducting a formal ASB evaluation to make ASB more successful.

Student Coordinator’s (SC) Responsibility to the Advisor

It is the SC responsibility to utilize its advisor and maintain open communication lines.

The following list is a guideline for working with advisors many of these suggestions are built into the structure of the ASB experience:
· When planning ASB meetings for the year, the group should make an effort to designate times that are convenient for the advisor so that they may attend these meetings.
· Minutes of meetings as well as other materials of ASB should be distributed to the advisors. This keeps the advisors informed and allows them to keep files that may be useful for historical information should paperwork be lost through transition from year to year.
· If coordinator meetings are established to determine agendas for meetings or to discuss ASB issues, the advisors should be invited. If the advisors are unable to attend, they should be informed about what is discussed and requested to submit additional items. 

· The SC should maintain a close relationship with the advisors
· ASB members should invite the advisors to all events as a way of keeping the advisors informed of activities sponsored by ASB. It is important to not only inform the advisors about what is happening, but also allow the advisors to provide input about the proposed event or activity.
· If situations arise that may cause problems for ASB or any member, the advisors should be informed immediately.
· SC should regularly update the advisors regarding the financial status of the organization.
· ASB members must recognize that advisors cannot be committed to any type of obligation unless they agree to the commitment.
· ASB members should be aware that the advisors are providing services without compensation. Although advisors do not expect special recognition, they like to know their involvement is appreciated.
· All evaluations from all members must be submitted to the advisors. It is the responsibility of the SCs to make sure these evaluations are completed and returned.
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