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Officer Responsibilities

T

he Virginia Association of DECA has a long tradition of professionalism, growth, and dignity.  All efforts should be made to enhance this tradition, while simultaneously seeking new and innovative ways to help us grow.  Individual chapters are the heart and soul of Virginia DECA, and together these chapters make Virginia DECA what it is.  As a leader in your chapter, you are a role-model for your chapter and your community, and should always set the example for others.

It is very important to understand your role.  As a chapter or district officer, you have a very important role in the Association.  However, you should always remember that you represent the other members from your chapter or district that have selected you as their leader.  Don’t ever forget that each and every member plays a vital role in your chapter.  Don't think in terms of "the chapter officers."  Rather, think in terms of "we" as you act on behalf of the membership.

As a chapter or district officer, make these promises to yourself:

You will always represent the organization and its membership professionally.  There should never be a question of your integrity, morals, or dedication to the organization.  The image of the organization depends on you.

You will always inspire, motivate, and enthuse.

You will always be prepared for each and every activity in which you participate.

You will always project the epitome of leadership.  Nothing else is acceptable.

You will always follow-through.

Keep your parents advised of your activities throughout the year.  Whenever appropriate, invite them!  Their support is critical to your performance and well-being.  Put up a calendar in your home.  Keep it current.

Girlfriends and boyfriends are important also.  Plan time with them so that "their time" does not conflict with your responsibilities.

Your attitude and conduct will have a direct influence on the entire team, whether it is positive or not.  Always work with the team, as part of a team.

Conflict will arise, and how you handle conflict will be a determining factor in your team's success.  Handle conflict professionally and quickly.  Never lose control, and remember that you all want the same thing--a strong DECA chapter.

Respect the viewpoints of all opinions and all officers.  Leaders are able to compromise for the good of the organization.  Once a decision is made, support it!  Stand together on decisions; develop and present a united front and a strong team.

Be prepared for team presentations.  The single most important thing you can do is to be prepared and pull your weight.  The team will only be as strong as the weakest link.  Know what you are going to do and say whenever possible.

Do not overload yourself with chapter responsibilities.  Let others participate equally in activities, and do not dominate.

Keep all of your teachers informed of your activities, especially if there is a chance that you will miss a class.  Plan your absences in advance, and let your teachers know of your absences as early as possible.  Put it in writing for them.  Do not put yourself in a bad way with any of your teachers.

Always keep your advisor informed of all of your activities.  Schedule a meeting with your advisor at least once per week.  Your advisor will be your lifeline throughout the hectic year, and will be a continuous source of support and guidance.  Always appreciate and respect their assistance.

Do not expect special treatment from your advisor.  Remember, you are a role-model, and should provide an example to your chapter members.
If your employer is unaware of your new responsibility as a chapter or district officer, make an appointment now to discuss your role.  Bring your calendar of important dates and request those dates now.

Always provide as much advance notice of an absence as possible.  Having a problem getting off work is no excuse.  Your employer will work with you if you take the right approach and utilize advanced planning.

S

ometimes being a chapter or district officer can be a thankless, “behind the scenes” job.  However, if you follow these guidelines, you will grow as a leader, grow as a person, and the intrinsic rewards you will receive are greater than you ever imagined.  Now go forth and be a leader!

Individual Responsibilities

DECA Chapter Officers
President*
· Work with advisor(s) to develop agendas for all meetings

· Preside over all business and officer planning meetings

· Appoint officers to team and committee assignments

· Lead process of program of work development

· Take ultimate responsibility for program of work completion

· Follow up with appropriate individuals on program of work progress and accomplishments

· Consistently and positively promote Virginia DECA

Executive Vice President*
· Assist President in program of work

· Lead chapter officers in creation and maintenance of chapter activities recognition

· Lead promotion efforts for DECA Day

· Work with advisor(s) on implementing an effective communication/recruiting strategy

· Complete program of work tasks as assigned

· Consistently and positively promote Virginia DECA

Reporter*

· Lead chapter officers and members in development, creation, and publication of newsletter

· Develop cost effective methods for improved communication between chapter members.

· Prepare promotional materials for all chapter activities

· Lead chapter in completion of a Virginia DECA Annual Report

· Complete program of work tasks as assigned

· Consistently and positively promote Virginia DECA

Historian*

· Create and publish program of work summary for chapter distribution

· Create and maintain a portfolio of chapter activities and accomplishments

· Work with appropriate staff to ensure chapter Web site is current, if applicable

· Organize and assemble chapter officer photographs for publication and presentation

· Complete program of work tasks as assigned

· Consistently and positively promote Virginia DECA

Secretary*

· Record, process, and distribute minutes and meeting summaries of all chapter activities within two weeks of meetings

· Assemble and distribute directory of chapter officers and members

· Complete program of work tasks as assigned

· Consistently and positively promote Virginia DECA

*And duties as assigned by advisor(s) throughout the term of office.

Some chapters may have other officer positions, and are defined by the local chapter.

District President Responsibilities

(As reprinted from the Chapter Management Guide)

1. Participate in appropriate district activities.

· Attend OTC.

· Attend general membership meetings in district.

· Attend local committee meetings of chapters within district.

· Install local officers in district.

· Assist with officer training sessions for district's chapter officers.

· Preside at fall events.

· Preside at District Leadership Conference (DLC).

· Meet with chapter officers and advisors as needed.

· Attend SLC.

2. Foster growth and participation within the district.
· Encourage membership. 

· Encourage increased attendance and participation in DECA activities and meetings throughout district.

· Encourage chapter participation in DECA competitive events at DLC.

· Encourage chapters to participate in the promotion of Virginia DECA Day and National DECA Week.   

· Encourage chapters to participate in new chapter awards program and community service project.
3. Keep chapters informed of latest developments in district and Virginia DECA.
An Association of Marketing Students








