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Job Description:

President
1. Heads the organization
1. Takes the lead in carrying out the purpose and goals (in accordance with the vision and mission) of the organization
1. Presides in all meetings where the presence of the president is deemed necessary
1. Ensure that the organization is represented in the Council of Student Organizations (CSO) and in all other events/matters where the organization’s attendance is necessary
1. Leads in the enforcement of all policies and resolutions of the Executive Board
1. Enforce all provisions of the constitution and upholds the rights and duties of the members
1. Be a member of all Linkages of the organization
1. Performs duties mandated by the Executive Board

Executive Vice President for Internal Affairs
1. Actively reports to the president all matters regarding the internal affairs of the organization (Activities, Budget, and Documentations)
1. Takes charge in all internal operations of the organization and co-leads with the president in carrying out the internal goals of the organization
1. Co-presides/presides in Executive Board meetings when the president is not around
1. Represents the president in the Council of Student Organizations when the president is not available
1. Co-leads in the enforcement of all policies and resolutions of the Executive Board
1. Enforces all provisions of the constitution and upholds the rights and duties of the members
1. Disseminates all projects and information to both executive board and regular members
1. Performs duties mandated by the Executive Board

Executive Vice President for Organizational Development
1. Actively reports to the president all matters regarding the organizational development affairs of the organization (Human Resources, Training, and Development) 
1. Takes charge in all organizational development operations of the organization and co-leads with the president in carrying out the organizational development goals of the organization
1. Liaises with the members of the organization
1. Mediates between members and the organization 
1. Informs the Executive Board about the members’ needs and concerns
1. Co-leads in the enforcement of all policies and resolutions of the Executive Board
1. Enforces all provisions of the constitution and upholds the rights and duties of the members
1. Disseminates all projects and information to both executive board and regular members
1. Performs duties mandated by the Executive Board

Executive Vice President for External Affairs
1. Actively reports to the president all matters regarding the external affairs of the organization (Linkages, Marketing, and Publicity)
1. Takes charge in all external operations of the organization and co-leads with the president in carrying out the external goals of the organization
1. Co-leads in the enforcement of all policies and resolutions of the Executive Board
1. Enforces all provisions of the constitution and upholds the rights and duties of the members
1. Disseminates all projects and information to both executive board and regular members
1. Performs duties mandated by the Executive Board

Vice President for Activities
1. Reports to the Executive Board through the Executive Vice President for Internal Affairs
1. Heads operations for academic and co-curricular activities of the organization
1. Leads the AVP Activities in performing his duties.
1. Performs other duties provided by the Executive Board.

Vice President for Budget
1. Reports to the Executive Board through the Executive Vice President for Internal Affairs
1. Takes charge of the finance of the organization
1. Ensures proper redemption of receipts
1. Collects dues and fees pertaining to membership
1. Assists other Offices in the funding of activities mandated by the constitution or approved by the Executive Board
1. Secures the Treasury of the organization
1. Ensures proper recording and documentation of all fund raising and fund management activities of the organization:
6. Fund raising
6. Fund management
1. The ONLY officer primarily responsible for processing the organization’s budget concerns in the Council of Student Organizations, Office of Student L.I.F.E., and other offices of the university
1. Performs other duties provided by the Executive Board

Vice President for Documentations
1. Reports to the Executive Board through the Executive Vice President for Internal Affairs
1. Custodian of all papers and records of the organization
1. Ensures proper recording and documentation of all activities of the organization:
2. Archives – filing of the term- and year-end reports and project documentation
2. Documentation of Meetings – takes down and publishes minutes of meeting
2. Processing – responsible for the processing and approval of all projects of the organization
1. The ONLY officer primarily responsible for processing the organization’s projects for approval in the Council of Student Organizations, Office of Student L.I.F.E., and other offices of the university
1. Performs other duties provided by the Executive Board
1. Assists the President in preparing a year-end report at the end of the President’s term

Vice President for Human Resources
1. Reports to the Executive Board through the Executive Vice President for Organizational Development
1. Evaluates the performance of the organization’s members, officers, and teams
1. In-charge of election and appointment processes
1. In-charge of the promotion and recognition programs
1. In-charge of resignation and impeachment processes
1. Mediates disputes within the organization
1. In-charge of the recruitment strategies of the organization
1. Liaises with the members of the organization
1. Mediates between members and the organization 
1. Informs the Executive Board about the members’ needs and concerns

Vice President for Training and Development
1. Reports to the Executive Board through the Executive Vice President for Organizational Development
1. Manages the Training Pool
1. Ensures that members are trained in the different areas of the organization
1. Allocates members to the different projects and needs of the organization
1. Files and maintains member records
1. Takes the lead in all organizational development related activities (teambuildings, general assemblies, etc.)
1. Supports the Vice President for Human Resources in the recruitment strategies of the organization
1. Liaises with the members of the organization
1. Mediates between members and the organization 
1. Informs the Executive Board about the members’ needs and concerns

Vice President for Linkages and Marketing
1. Reports to the Executive Board through the Executive Vice President for External Affairs 
1. Be a member of all Linkages of the organization
1. Actively represents the organization in its linkages (Asian Youth Forum, Behavioral Sciences Federation, and Junior People Management Association of the Philippines)
1. Deals with all marketing sponsorship and solicitation matters under the Office of Student L.I.F.E.
1. Performs other duties provided by the Executive Board

Vice President for Publicity
1. Reports to the Executive Board through the Executive Vice President for External Affairs 
1. Creates publicity materials for the organization
1. Maintains the cleanliness and orderliness of the bulletin board
1. Creates, maintains, and updates the organization’s e-groups and social networking sites
1. Responsible for informing members of the organization’s activities through text and email blasts room-to-room campaigns, and creation of posters
1. Performs other duties provided by the Executive Board

[image: footer02] 
image1.png
/’/_——\

— S/
- ~._BEHAVIORAL SCIENCES SOCIETY

6 SS De La Salle University - Manila

- BEHAVIORAL SCIENCES SOCIETY





image2.jpeg
Behavioral Sciences Department, Room 702 Wm‘larnl-lall,/ \

\@TaftAvenue, 1004 Manila, Philippines R
— : — e~






 

 

 

 

 

 

 

 

 

 

 

Job Description:

 

 

President

 

·

 

Heads the organization

 

·

 

Takes the lead in carrying out the purpose and goals (in accordance with the vision and mission) of the 

organization

 

·

 

Presides in all meetings where the presence of the president is deemed necessary

 

·

 

Ensure 

that the organization is represented in the Council of Student Organizations (CSO) and in all 

other events/matters where the organization’s attendance is necessary

 

·

 

Leads in the enforcement of all policies and resolutions of the Executive Board

 

·

 

Enforce all 

provisions of the constitution and upholds the rights and duties of the members

 

·

 

Be a member of all Linkages of the organization

 

·

 

Performs duties mandated by the Executive Board

 

 

Executive Vice President for Internal Affairs

 

·

 

Actively reports to the president

 

all matters regarding the internal affairs of the organization (Activities, 

Budget, and Documentations)

 

·

 

Takes charge in all internal operations of the organization and co

-

leads with the president in carrying 

out the internal goals of the organization

 

·

 

Co

-

p

resides/presides in Executive Board meetings when the president is not around

 

·

 

Represents the president in the Council of Student Organizations when the president is not available

 

·

 

Co

-

leads in the enforcement of all policies and resolutions of the Executive 

Board

 

·

 

Enforces all provisions of the constitution and upholds the rights and duties of the members

 

·

 

Disseminates all projects and information to both executive board and regular members

 

·

 

Performs duties mandated by the Executive Board

 

 

Executive Vice Preside

nt for Organizational Development

 

·

 

Actively reports to the president all matters regarding the organizational development affairs of the 

organization (Human Resources, Training, and Development) 

 

·

 

Takes charge in all organizational development operations of 

the organization and co

-

leads with the 

president in carrying out the organizational development goals of the organization

 

·

 

Liaises with the members of the organization

 

·

 

Mediates between members and the organization 

 

·

 

Informs the Executive Board about the memb

ers’ needs and concerns

 

·

 

Co

-

leads in the enforcement of all policies and resolutions of the Executive Board

 

·

 

Enforces all provisions of the constitution and upholds the rights and duties of the members

 

·

 

Disseminates all projects and information to both execut

ive board and regular members

 

·

 

Performs duties mandated by the Executive Board

 

 

Executive Vice President for External Affairs

 

