NJHS Officer Job Descriptions

Additional officers will be added at sponsor discretion if needed.

President- Coordinates NJHS activities, communicates with principal advisors, runs NJHS meetings, fills in any missing officer position, assists the treasurer in finances, keeps up with which students are not meeting the requirements of and NJHS, and keeps records of information gathered at meetings. 

Vice President- Provides insight and knowledge about NJHS activities, aids the president, in charge of advertising meetings and events, keeps up with supplies needed for NJHS functions, and drafts proposals that will be sent to principal advisors.   

Treasurer- keeps record of all financial transactions, fills out a money sheet that records all money received, keeps records of dues paid, and provides a cash box at fundraisers and is responsible for it from beginning to end of fundraiser.  

Secretary- writes down fundraising ideas that are put forth during meetings, makes the NJHS meeting agenda, proof reads proposals made by V-P, keeps minutes of officer meetings and posts them by providing copies for all officers by email. 

Reporters- Takes pictures of fundraisers and events and provides sponsors with pictures, advertise meetings and events, and fills in any officer that was not present for meetings.  

Historian- Updates the NJHS website regularly with upcoming meetings and events, and posts NJHS pictures on the website, notifies those members who do not complete their community service hours, keeps a scrapbook of NJHS activities.

Parliamentarian- keeps order during meetings, takes attendance of members attending meetings, notifies those members who have been absent and excessively absent (unexcused)

Social Director- keeps record of people signed up for NJHS functions, keep minutes of meeting, posts minutes on website biweekly, plans the game for NJHS meetings.

I would be interested in performing the following officer position. I understand that I may not be an officer of both Student Council and NJHS and may only run for one officer position for NJHS. I realize I will be required to attend meetings for half an hour or more after each NJHS meeting, be present at all activities for NJHS, and perform my jobs weekly regardless of other commitments. If for some reason I am unable to perform my job any given week, I will find an officer to cover for me. I understand if I do not stick with this agreement, I may be removed from officer responsibilities. 

Circle ONE position above.

Student Signature:

Date:

Parent Signature:

Date:







