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REDA Staff Responsibilities
President is responsible for:

· Outlining semester objectives and organization ideals/values.
· Overseeing and ensuring the organization’s direction, organization, and success.
· Motivating members in personal and organizational goals.

· Directing the organization’s projects in conjunction and consideration of members’ interests, capabilities, and input.
· Working with officers to achieve common objectives and unity.
Vice President is responsible for:
· Assisting President with organizational and administrative tasks.
· Overseeing project and member progress and efficiency.
· Serving as a liaison between internal and external entities, especially organizations, businesses, and schools.
· Serving as a BCC representative.
Secretary is responsible for:
· Recording and distributing meeting minutes. 

· Managing paperwork (application forms, submission forms, etc.).

· Maintaining a database of organization contacts.

· Updating the official REDA website/MySpace/Facebook/Twitter/Flickr with news, dates, documents, pictures, videos, etc. in a timely and thorough fashion.
Treasurer is responsible for:
· Ensuring the organization’s financial stability and growth.

· Managing the organization bank account.
· Compiling and filing all required financial statements and receipts (bank reconciliation, balance statements, overdrafts and fees, donations, etc.).

· Developing a business plan with the President and Vice President.

Historian is responsible for:
· Preserving the organization’s history by producing/compiling objectives reports, recaps, media clippings, photographs, videos, surveys, etc.

· Compiling all organization documents and media.

· Assessing and recording the organization’s mission, motives, goals, successes, failures, images and narratives, and other intangible qualities.
Advisor Phone      David Sterling | (915) 747-7776
Advisor Email        redautep@gmail.com
Website                  www.redautep.org
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