Officer Role Description

VHS Chorus President

All Officers
Attend all required officer meetings.

e You must review the minutes from any
meeting you miss and follow up on action
items by the stated due dates.

e If you miss more than three meetings without
communicating with the team, you wiill be
removed from your position.

e If you fail fo review the minutes for more than
three meetings without communicating with
the team, you will be removed from your
position.

Volunteer for all four mandatory events: Madrigal,
MPA, Singer's Showcase, and the Try It Rehearsal.

Atftend/volunteer for at least three non-mandatory
events (ex. Middle School visits/rehearsals,
recruitment parties, social events, etc...)

Set a consistently positive example in class and af
rehearsals by:

e Being present (physically and mentally) in
class

e Giving your best to learn the classroom
curriculum

¢ Helping other students when possible

e Modeling proper behavior during rehearsals

When needed, help to start every class period right
atf the bell by:

Asking students to take a seat

Reading posted announcements

Distributing any necessary papers or materials
Leading physical warm-ups/stretches

Taking attendance during classes and
performances.

Support your fellow officers and students through
your encouragement and your wilingness to help
with additional tasks not listed here.

President
Communicate with the Boosters through various
means, including attending their meetings

Conduct VHS Chorus Officer meeftings.

Regularly communicate with Mrs. Smith about the
needs of the Chorus program, then inform the
appropriate officers of those needs.

Inform Mrs. Smith of anything officers may need from
her or from the program.

Prepare a typed agenda for each officer meeting,
posting it for officers in advance, and
displaying/distributing it at our meetings.

Adjust the agenda according to input from officers.

Maintain an awareness of all projects in all positions,
and what other officers are striving to achieve. Help
officers to problem solve as issues arise, offering

assistance, and help to keep people accountable.

Organize and manage MPA volunteers.

Run leadership communication platforms to remind
leaders of meetings and other activities.

Take action to remain approachable to students
who do not know you.

Organize the Chorus Awards reception with help
from our Social Chair, Publicity Chairs, and other
interested officers.

Assign an officer to create/gather all props for
Madrigal.




Officer Role Description

VHS Chorus President Elect

All Officers
Attend all required officer meetings.

e You must review the minutes from any
meeting you miss and follow up on action
itfems by the stated due dates.

e If you miss more than three meetings without
communicating with the team, you wiill be
removed from your position.

e If you fail fo review the minutes for more than
three meetings without communicating with
the team, you will be removed from your
position.

Volunteer for all four mandatory events: Madrigal,
MPA, Singer's Showcase, and the Try It Rehearsal.

Aftend/volunteer for at least three non-mandatory
events (ex. Middle School visits/rehearsals,
recruitment parties, social events, efc...)

Set a consistently positive example in class and af
rehearsals by:

e Being present (physically and mentally) in
class

e Giving your best to learn the classroom
curriculum

e Helping other students when possible

e Modeling proper behavior during rehearsals

When needed, help to start every class period right
at the bell by:

Asking students to take a seat

Reading posted announcements

Distributing any necessary papers or materials
Leading physical warm-ups/stretches

Taking attendance during classes and
performances.

Support your fellow officers and students through
your encouragement and your willingness to help
with additional tasks noft listed here.

President Elect

Team bonding activities for every officer meeting,
with possible exceptions.

Finalize list of every required and non-required event
for the year. Presidents, Mrs. Smith, and you will
approve the list.

Oversee concert spirit weeks.

Implement a system for sheet music/folder lost and
found.

Attend president meetings when needed.

Lead officer meetings in absence of one of the
presidents.

Assist in Madrigal set up.

Coordinate/oversee Madrigal props.




Officer Role Description

VHS Chorus Big & Little Chair

All Officers
Attend all required officer meetings.

e You must review the minutes from any
meeting you miss and follow up on action
items by the stated due dates.

e If you miss more than three meetings without
communicating with the team, you wiill be
removed from your position.

e If you fail fo review the minutes for more than
three meetings without communicating with
the team, you will be removed from your
position.

Volunteer for all four mandatory events: Madrigal,
MPA, Singer's Showcase, and the Try It Rehearsal.

Atftend/volunteer for at least three non-mandatory
events (ex. Middle School visits/rehearsals,
recruitment parties, social events, etc...)

Set a consistently positive example in class and af
rehearsals by:

e Being present (physically and mentally) in
class

e Giving your best to learn the classroom
curriculum

¢ Helping other students when possible

e Modeling proper behavior during rehearsals

When needed, help to start every class period right
atf the bell by:

Asking students to take a seat

Reading posted announcements

Distributing any necessary papers or materials
Leading physical warm-ups/stretches

Taking attendance during classes and
performances.

Support your fellow officers and students through
your encouragement and your wilingness to help
with additional tasks not listed here.

Big & Little Chair
Create events with the social chairs during which Bigs
and Littles can connect.

Update and distributing Big/Little surveys to Littles and
potential Bigs at the beginning of the year.

Create a list of potential Bigs through:
e Adbvertising the position to foster interest in
becoming a Big.
¢ Planning, distributing, and grading tests to
determine eligibility
e Distributing and collecting student and
parent contracts

Use student surveys to carefully pair every first-year
student with a mentor. Do your best to match
personalities and interests.

Plan the Big announcement and the Big Awards,
ensuring that every Little receives a gift/award for
these events.

Conduct checks and make pairing adjustments as
necessary. Checks should occur two-three weeks
after the reveal, and atf the beginning of Quarter 3.

Create pre-made packets for possible mid-year
student addifions. Include:

e Big/Little survey
Uniform rental/purchase information
Chorus handbook
Chorus calendar
BoosterHub information
Copies of current music, or instructions for
how to get it

Update our Big/Little book.




Officer Role Description

VHS Chorus Uniform Chair

All Officers
Attend all required officer meetings.

e You must review the minutes from any
meeting you miss and follow up on action
items by the stated due dates.

e If you miss more than three meetings without
communicating with the team, you wiill be
removed from your position.

e If you fail fo review the minutes for more than
three meetings without communicating with
the team, you will be removed from your
position.

Volunteer for all four mandatory events: Madrigal,
MPA, Singer's Showcase, and the Try It Rehearsal.

Atftend/volunteer for at least three non-mandatory
events (ex. Middle School visits/rehearsals,
recruitment parties, social events, etc...)

Set a consistently positive example in class and af
rehearsals by:

e Being present (physically and mentally) in
class

e Giving your best to learn the classroom
curriculum

¢ Helping other students when possible

e Modeling proper behavior during rehearsals

When needed, help to start every class period right
atf the bell by:

Asking students to take a seat

Reading posted announcements

Distributing any necessary papers or materials
Leading physical warm-ups/stretches

Taking attendance during classes and
performances.

Support your fellow officers and students through
your encouragement and your wilingness to help
with additional tasks not listed here.

Uniform Chair

Maintain an accurate inventory of all concert
attire and Madrigal costumes throughout the
year.

Distribute concert attire at the beginning of the
year. Keep a detailed record of all rented and
borrowed uniform pieces.

Oversee the check-out, collection, and
organization of Madrigal costumes.

Ensure no costumes are taken without being
documented. Consistently follow up to ensure
all items are returned after use.

Collect and organize all concert attire at the
end of the year.

Manage uniform needs on concert days,
including:

e Addressing missing items or last-minute
issues

e Ensuring all borrowed items are returned
after performances

e Confirming that all students are in proper
concert attire (including black closed-toe
shoes)

Assist with concert logistics by:

e Setting up the merch rack/table for
concert days

e Restocking the concert cart to ensure all
necessary materials are prepared in
advance

Update the inventory log as needed.

Keep both the photo record book and online
document updated with current photos.

Keep the uniform storage area organized.

Maintain confidentiality and professionalism
regarding students’ clothing sizes. Treat all
students with respect and sensitivity, recognizing
that this can be a vulnerable experience. If
sizing confidentiality is not respected, you will
lose this position.




Officer Role Description

VHS Chorus Social Chair

All Officers
Attend all required officer meetings.

e You must review the minutes from any
meeting you miss and follow up on action
items by the stated due dates.

e If you miss more than three meetings without
communicating with the team, you wiill be
removed from your position.

e If you fail fo review the minutes for more than
three meetings without communicating with
the team, you will be removed from your
position.

Volunteer for all four mandatory events: Madrigal,
MPA, Singer's Showcase, and the Try It Rehearsal.

Atftend/volunteer for at least three non-mandatory
events (ex. Middle School visits/rehearsals,
recruitment parties, social events, etc...)

Set a consistently positive example in class and af
rehearsals by:

e Being present (physically and mentally) in
class

e Giving your best to learn the classroom
curriculum

¢ Helping other students when possible

e Modeling proper behavior during rehearsals

When needed, help to start every class period right
atf the bell by:

Asking students to take a seat

Reading posted announcements

Distributing any necessary papers or materials
Leading physical warm-ups/stretches

Taking attendance during classes and
performances.

Support your fellow officers and students through
your encouragement and your wilingness to help
with additional tasks not listed here.

Social Chair

Plan and organize regular social events outside of
school to build community within the chorus.

Plan 3-4 recruitment events per year (approximately
one per quarter).

Recruit, organize, and manage student volunteers to
assist with events.

Communicate and coordinate with the Choral
Boosters regarding event planning and funding.

Work with Mrs. Smith to complete and submit alll
required event forms for activities held outside of
school hours, ensuring accuracy and fimeliness.

Maintain choir communication spaces, including:
e Quarterly bulletin board design and updates
(Building 5 hallway)
¢ Regular removal of outdated materials and
posting of approved flyers (biweekly check)
e Monthly update of hallway whiteboard
calendar

Create, post, and maintain a digital calendar for
officer events. Clearly label events as mandatory or
non-mandatory when applicable.

General Expectations
e Stay organized and proactive with planning
and deadlines.
e Communicate clearly and consistently with
officers, students, and directors.
e Foster an inclusive, welcoming environment
for all chorus members.




Officer Role Description

VHS Chorus Publicity Lead

All Officers
Attend all required officer meetings.

e You must review the minutes from any
meeting you miss and follow up on action
items by the stated due dates.

e If you miss more than three meetings without
communicating with the team, you wiill be
removed from your position.

e If you fail fo review the minutes for more than
three meetings without communicating with
the team, you will be removed from your
position.

Volunteer for all four mandatory events: Madrigal,
MPA, Singer's Showcase, and the Try It Rehearsal.

Atftend/volunteer for at least three non-mandatory
events (ex. Middle School visits/rehearsals,
recruitment parties, social events, etc...)

Set a consistently positive example in class and af
rehearsals by:

e Being present (physically and mentally) in
class

e Giving your best to learn the classroom
curriculum

¢ Helping other students when possible

e Modeling proper behavior during rehearsals

When needed, help to start every class period right
atf the bell by:

Asking students to take a seat

Reading posted announcements

Distributing any necessary papers or materials
Leading physical warm-ups/stretches

Taking attendance during classes and
performances.

Support your fellow officers and students through
your encouragement and your wilingness to help
with additional tasks not listed here.

Publicity Lead

Maintain an overview of all publicity materials to
ensure consistent messaging and branding.

Create a calendar for the Publicity Chair — Legacy
and Design that includes dates for:

e Submit each flyer/poster to Mrs. Smith for
approval

e Post flyers/posters

e Save photos from each event into the
OneDrive Folder

e Send photos to the school’s social media

Create a calendar for the Publicity Chair — Content
Creation that includes dates for:

e Posting on each social media account
(Instagram, YouTube, TikTok)

e Submitting edited videos to Mrs. Smith for
approval.

e VTV News segments, infercom
announcements, and school newsletters

Work with the Publicity Chairs to meet their
deadlines.

Step in to fill any of the Publicity Chair roles that are
not being fulfilled.

Create programs for Madrigal. (Request the list of
names from our secretary)

Put together a slideshow for the Chorus Awards in
May.

Select the photos from the year that would make the
best marketing materials. Create and maintain the
shared folder for these photos.




Officer Role Description

VHS Chorus Publicity Chair- Content Creation

All Officers
Attend all required officer meetings.

e You must review the minutes from any
meeting you miss and follow up on action
items by the stated due dates.

e If you miss more than three meetings without
communicating with the team, you wiill be
removed from your position.

e If you fail fo review the minutes for more than
three meetings without communicating with
the team, you will be removed from your
position.

Volunteer for all four mandatory events: Madrigal,
MPA, Singer's Showcase, and the Try It Rehearsal.

Atftend/volunteer for at least three non-mandatory
events (ex. Middle School visits/rehearsals,
recruitment parties, social events, etc...)

Set a consistently positive example in class and af
rehearsals by:

e Being present (physically and mentally) in
class

e Giving your best to learn the classroom
curriculum

¢ Helping other students when possible

e Modeling proper behavior during rehearsals

When needed, help to start every class period right
atf the bell by:

Asking students to take a seat

Reading posted announcements

Distributing any necessary papers or materials
Leading physical warm-ups/stretches

Taking attendance during classes and
performances.

Support your fellow officers and students through
your encouragement and your wilingness to help
with additional tasks not listed here.

Publicity Chair- Content Creation

Manage and update the chorus’ social media
accounts (Instagram, TikTok, YouTube, etc.).

Take and edit performance videos, behind-the-
scenes footage, and rehearsal highlights.

Create dynamic and engaging short-form content
(e.g., Instagram Reels, TikToks, YouTube Shorts).

Maintain a consistent presence on VTV News.

Collaborate with the Legacy & Design Chair to share
promotional materials and highlight upcoming
events.

Be purposeful about including a wide range of willing
chorus students in promotional materials and videos.

Monitor trends on social platforms to keep content
fresh and relevant.




Officer Role Description

VHS Chorus Publicity Chair — Legacy and Design

All Officers
Attend all required officer meetings.

e You must review the minutes from any
meeting you miss and follow up on action
items by the stated due dates.

e If you miss more than three meetings without
communicating with the team, you wiill be
removed from your position.

e If you fail fo review the minutes for more than
three meetings without communicating with
the team, you will be removed from your
position.

Volunteer for all four mandatory events: Madrigal,
MPA, Singer's Showcase, and the Try It Rehearsal.

Atftend/volunteer for at least three non-mandatory
events (ex. Middle School visits/rehearsals,
recruitment parties, social events, etc...)

Set a consistently positive example in class and af
rehearsals by:

e Being present (physically and mentally) in
class

e Giving your best to learn the classroom
curriculum

¢ Helping other students when possible

e Modeling proper behavior during rehearsals

When needed, help to start every class period right
atf the bell by:

Asking students to take a seat

Reading posted announcements

Distributing any necessary papers or materials
Leading physical warm-ups/stretches

Taking attendance during classes and
performances.

Support your fellow officers and students through
your encouragement and your wilingness to help
with additional tasks not listed here.

Publicity Chair - Legacy and Design

Photograph (or organize photographers for) chorus
events, performances, and candid moments for
publicity use.

Collect photos of chorus events, performances, and
candid moments for publicity use.

Design and distribute/post promotional materials
including flyers, posters, and social graphics.

Publicize choir events to the choir, school and
community through posters, announcements,
invitations, etc.

Send photos to the school’s social media
representative.

Be purposeful about including a wide range of willing
chorus students in promotional materials and
photographs.

Working with the Content Creation Chair to supply
visuals for videos and social posts.




Officer Role Description

VHS Chorus Secretary

All Officers
Attend all required officer meetings.

e You must review the minutes from any
meeting you miss and follow up on action
items by the stated due dates.

e If you miss more than three meetings without
communicating with the team, you wiill be
removed from your position.

e If you fail fo review the minutes for more than
three meetings without communicating with
the team, you will be removed from your
position.

Volunteer for all four mandatory events: Madrigal,
MPA, Singer's Showcase, and the Try It Rehearsal.

Atftend/volunteer for at least three non-mandatory
events (ex. Middle School visits/rehearsals,
recruitment parties, social events, etc...)

Set a consistently positive example in class and af
rehearsals by:

e Being present (physically and mentally) in
class

e Giving your best to learn the classroom
curriculum

¢ Helping other students when possible

e Modeling proper behavior during rehearsals

When needed, help to start every class period right
atf the bell by:

Asking students to take a seat

Reading posted announcements

Distributing any necessary papers or materials
Leading physical warm-ups/stretches

Taking attendance during classes and
performances.

Support your fellow officers and students through
your encouragement and your wilingness to help
with additional tasks not listed here.

Secretary

Take minutes at meetings (or find a replacement in
the event you must be absent)

Record, organize, and communicate all officer
absences from meetings and activities. Noftify Mrs.
Smith and the Presidents when need arises.

Keep track of all officer requirements; nofify teachers
and Presidents when need arises.

Take and post meeting minutes so that officers can
view them. Record names of the officers who review
the minutes when they are absent.

Collect contact information for all officers.

Create and maintain accurate class
rosters/attendance sheets.

Print updated attendance sheets when they
become full. Organize the old copies in a binder.

Inform Big/Little officers about new students.

Create and maintain an accurate list of students by
year in chorus including their grade level.

Check off names when students receive their end-of-
year awards.




Officer Role Description

VHS Chorus Keeper O' Music

All Officers
Attend all required officer meetings.

e You must review the minutes from any
meeting you miss and follow up on action
items by the stated due dates.

e If you miss more than three meetings without
communicating with the team, you wiill be
removed from your position.

e If you fail fo review the minutes for more than
three meetings without communicating with
the team, you will be removed from your
position.

Volunteer for all four mandatory events: Madrigal,
MPA, Singer's Showcase, and the Try It Rehearsal.

Atftend/volunteer for at least three non-mandatory
events (ex. Middle School visits/rehearsals,
recruitment parties, social events, etc...)

Set a consistently positive example in class and af
rehearsals by:

e Being present (physically and mentally) in
class

e Giving your best to learn the classroom
curriculum

¢ Helping other students when possible

e Modeling proper behavior during rehearsals

When needed, help to start every class period right
atf the bell by:

Asking students to take a seat

Reading posted announcements

Distributing any necessary papers or materials
Leading physical warm-ups/stretches

Taking attendance during classes and
performances.

Support your fellow officers and students through
your encouragement and your wilingness to help
with additional tasks not listed here.

Keeper O’ Music
Create and update the digital music catalogue.

Assign a music number to each student. Work with
the secretary to add those numbers to the
attendance sheefs.

Stamp and number new music. Check that all music
is stamped as you file it.

Help students with their music needs in class. Assist
new students with getting their own copies.

Repair books/damaged music copies.

Collect all music at the end of each season. Create
a list of any missing copies and the student
responsible.

Prepare music for our accompanist.

Copy music with instrumental parts and deliver it to
the orchestra or band director to request
recommendations for student accompanists.

File music or work on your projects weekly. Complete
the log with your accomplishments.




Officer Role Description

VHS Chorus Member at Large

All Officers
Attending all required officer meetings.

If you miss more than three without Attend all
required officer meetings.

e You must review the minutes from any
meeting you miss and follow up on action
items by the stated due dates.

e If you miss more than three meetings without
communicating with the tfeam, you will be
removed from your position.

e If you fail fo review the minutes for more than
three meetings without communicating with
the team, you will be removed from your
position.

Volunteer for all four mandatory events: Madrigal,
MPA, Singer's Showcase, and the Try It Rehearsal.

Atftend/volunteer for at least three non-mandatory
events (ex. Middle School visits/rehearsals,
recruitment parties, social events, etc...)

Set a consistently positive example in class and af
rehearsals by:

e Being present (physically and mentally) in
class

e Giving your best to learn the classroom
curriculum

¢ Helping other students when possible

e Modeling proper behavior during rehearsals

When needed, help to start every class period right
atf the bell by:

Asking students to take a seat

Reading posted announcements

Distributing any necessary papers or materials
Leading physical warm-ups/stretches

Taking attendance during classes and
performances.

Support your fellow officers and students through
your encouragement and your wilingness to help
with additional tasks noft listed here.

Member at Large

Display a willingness to assist with Chorus events,
performances, activities, and projects throughout the
year.

Maintain an awareness of the officer projects
occurring and offer specific assistance to our team.

Contribute to officer meetings by sharing ideas and
being an active participant in discussions.

Vote on important decisions for the chorus.

Serve as a positive example for other Chorus students
during and outside of class time.

Promote the Chorus Program within the school and
community; positively represent VHS Chorus to other
VHS students.

Optionally: "See a need fill a need.” Observe the
choir program'’s needs and the needs of our
community. If you see a way that our leadership
could serve that it isn't already, present your idea o
Mrs. Smith. If approved, you would be the officerin
charge of making it happen!




