
Sigma Zeta Officer Duties and Responsibilities 
Below are the Officer Responsibilities from the Chapter’s Bylaws: 

CHAPTER 5. Officers 

Section 1. All officers must be members of Phi Theta Kappa, in good standing, maintain a Grade Point 
Average of 3.25, and be enrolled as a credit Lane Community College student carrying a course load of 
six (6) credit hours per term (fall, winter, and spring). 

Section 2. The Sigma Zeta Chapter of Phi Theta Kappa shall have the following officers: President, 
President Elect, Vice President (2), Communications Officer. The Past President shall serve as an ex-
officio officer. Any regional or international officers active in the chapter shall also serve as ex-officio 
officers. A member of the alumni chapter may serve as an officer. The chapter may appoint additional 
officers. 

Section 3. The duties of the President shall be as follows: 
a. Preside over all business meetings. 
b. Appoint and establish any necessary committees. 
c. Vote only in case of a tie. 
d. Serve as an ex-officio member on all committees. 
e. Present business to the organization. 
f. Represent the organization at all times. 
g. Appoint a committee to review and/or revise the chapter bylaws annually. 
h. Appoint a committee to prepare the Annual Report to be sent to Headquarters each spring. 

Section 4. The duties of the President Elect shall be as follows: 
a. Perform all duties of the president in the event of his or her absence. 
b. Take roll at the meetings. 
c. Supervise the activities of the vice presidents. 
d. Head the committee reviewing the chapter bylaws and the annual report. 
e. Become president in the event the president cannot complete his or her term. 
f. Assume position of president in second year of office. 

Section 5. The duties of the Vice President(s) shall be as follows: 
a. Coordinate activities related to the Honors topic. 
b. Provide documentation and other records of Hallmark activities. 
c. Coordinate all committees. 

Section 6. The Communications Officer shall: 
a. Take and distribute minutes of meetings. 
b. Maintain records of the meetings. 
c. Maintain a file of chapter correspondence. 
d. Maintain a complete record of Chapter activities. 
e. Serve on the committee to prepare the Annual Report to be sent to Headquarters each 
spring. 

Section 7. Other duties shall be distributed based on individual skills and interests. 



During the summer, the chapter officers and active team leaders created a more understandable list of the 
roles and responsibilities. These are listed here:  

PRESIDENT 
• Oversee chapter operations: prepare meeting agendas, lead meetings, monitor five-star goals, 

oversee regional and international award entry preparation 
• Promote chapter activities within the community, in the region, and on campus. 
• Reports to the chapter and the advisor 

PRESIDENT ELECT 
• Shadows, assists, and follows the chapter president 
• Reports to the president and the chapter 

VICE PRESIDENTS 
• Coordinate activities related to the Honors Study Topic 
• Oversee Hallmark award entries 
• Provide documentation and feedback on projects 
• Coordinate and oversee committees 
• Share in member recruitment 
• Actively promote the chapter  

COMMUNICATIONS OFFICER 
• Responsible for communication within the chapter 
• Takes minutes and distribute them to all members 
• Responsible for bulletin boards on campus 
• Responsible for maintaining applications on campus 
• Design and distribute posters 
• Oversee web content 
• Oversee monthly newsletter preparation and dissemination 

GENERAL FOR ALL OFFICERS 
• Take an active part in activities 
• Regularly attend meetings 
• Maintain regular office hours 
• Participate in committees 
• Perform class raps 
• Support other officers and the chapter 

NOTE:  The last one for all officers was meant to include the active team leaders. 

 

What is the strongest, most important part of this team:  
http://amazingacts.blogspot.com/2008/07/dont-try-this-at-home.html 

  

http://amazingacts.blogspot.com/2008/07/dont-try-this-at-home.html


Below are some chapter officer roles and responsibilities from the 2008 Phi Theta Kappa Chapter Officer 
Leadership Academy that was held in Philadelphia, PA. 

PRESIDENT 
• Prepare meeting agendas and lead 

meetings 
• Appoint and establish necessary committees 
• Vote only in the case of a tie 
• Develop goals for the chapter with help from 

other officers and advisors 
• Submit Five-Star Goal and Update Forms 

online 
• Oversee chapter projects 
• Oversee award entry preparation 
• Report successive officers to Headquarters 

VICE PRESIDENT OF SCHOLARSHIP 
• Oversee all Honors Study Topic activities 
• Coordinate the chapter’s participation in the 

Honors Seminars 
• Encourage and recognize academic 

excellence 
• Coordinate the preparation of the 

Scholarship Hallmark Award entry 

VICE PRESIDENT OF LEADERSHIP 
• Direct the chapter in the use of 

parliamentary procedures for meetings 
• Oversee all leadership activities 
• Encourage the development of leadership 

skills 
• Coordinate the preparation of the Leadership 

Hallmark Award entry 

VICE PRESIDENT OF SERVICE 
• Report the chapter to Headquarters as a 

Chapter of Service 
• Oversee all International Service Program 

activities 
• Develop activities that promote volunteerism 

and community service 
• Coordinate the preparation of the Service 

Hallmark Award entry 

VICE PRESIDENT OF FELLOWSHIP 
• Encourage scholarly fellowship at all levels 

of the Society 
• Implement strategies to increase 

membership acceptance 
• Manage the chapter’s participation in the 

Pinnacle Award Program 
• Coordinate the chapter’s member 

participation program 

SECRETARY/RECORDING OFFICER 
• Take and present minutes at each chapter 

meeting 
• Maintain the chapter calendar of events 
• Maintain a record of chapter events, 

including photos, flyers and newspaper 
articles, for the Chapter Record Book 

• Compile and update contact information for 
members 

TREASURER 
• Maintain a financial account for the chapter 
• Receive all money 
• Keep a set of financial records to be audited 

and authenticated at the end of the officer 
term 

• Present the chapter’s financial records at 
business meetings 

• File all financial records in the chapter’s 
official files at the end of each academic 
term. 

Note:  Many colleges require that a chapter 
advisor approve expenditures. Officers should 
consult the advisor to determine the college’s 
policies on finances. 

PUBLIC RELATIONS OFFICER 
• Promote the chapter at all levels of the 

Society 
• Write and submit articles to campus and 

community newspapers 
• Produce issues of the chapter newsletter 
• Oversee the development and updates to 

the chapter website 
• Take photographs at all chapter events 

• Headquarters is moving to Honors in Action, so we are 
on track with our VPs working jointly on Hallmarks. 

• Lane does not allow students to have access to finances, 
and that is why we do not have a treasurer position. 

• In the past, our chapter shared the PR responsibilities.  



Chapter Officer Responsibility Matrix 

MM  Manager Approves the final project or guides further work once the activity is complete 
DD  Director Takes action, does the work, or calls people together to make decisions or recommendations 
CC  Consultant Provides input before work can begin and when there are project changes 
GG  Guru Needs to know what is going on and needs to be updated regularly 
WW  Workforce Provides resources and assistance to those doing the work 
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Five Star Program         
International Service Program Projects         
Honors Study Topic Activities         
Campus Project         
Hallmark Awards Program         
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Chapter Finances         
Fundraising         
Recordkeeping         
Leadership Skills Development         
Chapter Goal Setting and Planning         
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 Campus Service Projects         
Community Service Projects         
Campus Collaboration         
Regional Collaboration         
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 Faculty and Student Recognition         

Membership Acceptance Campaign         
New Member Orientation         
Chapter Induction Ceremony         
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Campus Public Relations         
Community Public Relations         
Newsletters         
Bulletin Boards         
Chapter Scrapbook         
Social Networking Site Maintenance         

  



 


