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Vice President

Campus Activities Board is an appointed student organization tasked with creating
quality events and experiences that inspire all students to become involved in the
campus community, to feel a sense of belonging, and to grow and develop as
individuals at Grand Rapids Community College. CAB consists of five leadership
positions including the President, Vice President, Treasurer, Communications
Director, and Secretary.

+ Job Title and Overview

The Vice President role supports CAB by being well organized, as this role is
responsible for ensuring all event planning processes are completed and approved
prior to every event. The Vice President serves as a back-up for the President as
needed, and also helps the President liaise with internal and external partners and
vendors. Finally, the Vice President should be comfortable speaking to diverse
groups of people as they will engage the campus community by hosting monthly

tabling events to inform students of CAB’s purpose and any upcoming events.

This role is housed within the Office of Student Life and Conduct and reports to the
Student Conduct Coordinator/CAB Advisor.

+ Essential Job Functions

e For all CAB events, submit and monitor the following event planning forms on
Raider Connect as needed:
o Amplified Sound Request Form (a request to play music loudly on campus)
o Outdoor/Indoor Game and Equipment Reservation Form (a request to rent
outdoor games)
o Space Request Form (a request to use space on campus and includes

designing space layouts)



o Popcorn Machine Rental

o Any other forms as necessary for an event

Responsible for coordinating with the advisor to request Media Technology
support for events

Schedule and host a monthly tabling session to promote CAB and campus
events

Schedule and host promotional tables for upcoming CAB events as needed
and/or required

Assist in being a liaison for internal and external partners and vendors alongside
the President

Serve as a back-up to the President when needed

+ General Job Functions

Maintain required work hours (see below)

Perform all designated position duties and responsibilities

Attend trainings as established by the advisor

Communicate regularly with and attend 1-1 meetings with the advisor as
scheduled

Attend all organization events unless receiving prior approval from advisor or the
event conflicts with class

Attend all CAB and GRCC programs as designated by the advisor

Consider and share new event ideas and ways to continuously improve CAB
Establish and maintain positive relationships with the GRCC community and
represent CAB well to others

Consider how CAB can collaborate with other departments and organizations to
more positively impact the GRCC community

Read, understand and uphold the CAB Constitution and the Student
Organization Manual

Adhere to other duties as assigned

+ Academic and Conduct Requirements

Be enrolled in at least six (6) credits during the Fall/Winter semesters
Be in good academic and conduct standing (not be on any type of probation)



e Does not hold another student leader/executive board position in any other

student organization, whether it is a paid or unpaid position

+ Compensation and Benefits

e Compensation is received in the form of a monthly stipend check and is
supported by the student activities budget. This position receives $5,500 total

which is split up into monthly payments throughout the year. Compensation may
be pro-rated depending on when the candidate begins their role.

o Summer 2024 (June - August) Monthly Pay: $333

o Fall 2024 (September - December) Monthly Pay: $562.50

o Winter 2025 (January - April) Monthly Pay: $562.50

+ Working Conditions

Working

Conditions

Hours of work

Details

This position is a part-time position, with a minimum of
one-year and maximum of two-year term limit. Typical
hours for work are between the hours of 8:00 am - 5:00
pm. Different hours may be accommodated upon
discussion with the advisor.

On average, this position is 7 - 10 hours per week which
includes the following:

e 5 - 8 office hours (including advisor 1-1s)
e 1 meeting hour

Since this organization centers on event planning, some
weeks will require more hours than others depending on
the event schedule. During Welcome Week, Homecoming
Week, and Finals Relaxer Week of each semester expect
to work around 20 hours each.




Overtime

expectations

Work environment

Travel

requirements

On-call
responsibilities

Special conditions

or requirements

Overtime is not expected and is not accommodated.

This position has access to the Student Leadership Office
on the 1st floor of the student center that is provided for

student leaders to conduct their work as needed.

Travel between the Downtown and Lakeshore campus is
required and such travel may be reimbursed.

Some domestic travel is optional for the annual National
Association for Campus Activities conference typically held
in the Winter semester.

Being on-call is not required outside of office hours and
event days.

A background check is required for this position.

+ Workplace Policies and Agreements

e Adhere to all GRCC rules, regulations, policies, and procedures

e Annual training on Student Life processes is required.

e The Discipline Policy will be shared at training.

+ Evaluation and Review

¢ A mid-semester and end-of-semester evaluation with the advisor is required.

e The advisor will assist in providing any professional development support for the

student leader as desired and/or needed.



