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   MSJHS Interact Club   
Officer Application
Duties of the Secretary:
- Compiles officer directory
- Records minutes at every meeting 
- Maintains & creates a database of member information for the school year 
- Maintains the club’s e-mail correspondence with its members 
- Calls and e-mails the other officers to remind them of officer meetings
- Makes announcements on the school bulletin 

- Maintains an updated list of events, activities, and fundraisers 

- Writes and maintains a record of the service hours of everyone in the club
Duties of the Treasurer:
- Responsible for knowing Interact Club’s financial status
- Responsible for providing a full financial report to the advisor or any Interact/ASB advisor who asks for it
- Receives membership fees and records new official members’ information for the Secretary
- Handles monetary transactions going in and out of the club account
- In charge of all sales (t-shirts, other Interact merchandise)
- Keeps the record of funds raised by the club’s charity project(s) 

Duties of the Publicity Coordinator
- Serves as the club’s Historian
- Serves as the clubs ‘design specialist’
- In change of creating posters or flyers when needed
- In charge of providing a new t-shirt design in the event that a new design is needed
- In charge of gathering photos from other officers and maintaining an online photo gallery of club events and meetings 

- Creates and/or maintains Interact Club’s website
Duties of an Activities Coordinator:
- Responsible for typing up member attendees at events
- Responsible for assisting the Secretary in updating the database of member information
- Publicizes Interact’s activities and actively recruits new members into Interact
- Calls members regarding upcoming events or activities
- Directs board members and makes a collection of events (sends to the secretary)

Duties required of an Outreach Coordinator:

- Organizes the appointment/election process of Youthact officers.
- Serves as an advisor to the Youthact officers, assists them with their activities.
- Responsible for keeping Youthact president informed of Interact affairs.
- Responsible for keeping Interact officers informed of Youthact affairs.

- Handles and updates club website.

- Works with publicity coordinator to further advertise club events. 
Duties Required of All Officers:
- Actively formulating, finding, planning, and coordinating service events, activities, fundraisers, and projects on a regular basis.
- Attending most, if not all, officer and general meetings.
- Attending the events and activities, keeping record of hours at those events and sending them to the Secretary
- Assisting fellow officers with their tasks; stepping over “duty lines” when necessary. 

If you have any questions regarding any of the positions, or would like to see our Constitution, please ask Dennis Lee or Allison Cho! 

Name: ________________________________ 

E-mail Address: _________________________ 

Phone Number:  ______________________ __ 

Grade (next year): ____ 

Please circle your preference (first choice):
Secretary   Treasurer     Publicity Coordinator     Activities Coordinator




Outreach Coordinator
Please circle your preference (second choice):
Secretary   Treasurer     Publicity Coordinator     Activities Coordinator




Outreach Coordinator
*You must have both preferences.
 
Please circle a preferred interview day: 5/14
5/15 

Time: 2pm      3pm      4pm
Questionnaire (please type and attach): 

1) Describe any school/non-school activities are you involved in. Would these activities conflict with Interact office?
2) Have you held any leadership positions in the past? If so, what?
3) What do you consider to be some of your strengths? Your weaknesses?
4) How have you contributed to the club in the past?
5) What are your plans for the club next year? What are your plans for the specific positions you circled above?
6) What differentiates you from all the other applicants?
7) How would your fellow classmates and peers describe you?
8) Why do you want to an officer of Interact? 
 
 

All officer applications are due by 8:00PM on Friday, May 13. Please submit them to ddennislee@gmail.com or allison.cho95@gmail.com. We will contact you to schedule a 15-20 minute interview through email 9:00PM the night of May 13th. Thank you!
