Executive Board
CAB shall consist of five (5) executive officers. Leadership positions, such as committee chair assistants and internships may be available throughout the academic year and will be appointed on an as needed basis as determined by the executive board and advisors.

The executive board positions shall be:
· Executive Director
· Director of Membership
· Director of Operations
· Director of Marketing and Communications
· Director of Programming

General Requirements 
Executive officers must meet the following requirements:
· Be enrolled full time (12 credit hours for undergraduate, 9 credit hours for graduate) at USC Upstate during the time in office
· Have and maintain a minimum of a 2.5 cumulative grade point average
· Be in good standing with the University
· Be an active member of CAB in good standing for at least one (1) academic year prior to applying for Director-level positions and at least one (1) academic year as an Executive Board member to apply for the position of Executive Director

	Responsibilities of All Officers
· Attends weekly executive board meetings
· Attends all general membership meetings
· Participates in all CAB sponsored/co-sponsored events
· Attends summer executive board training(s) and retreat(s)
· Attends annual Leadership Advance
· Maintain a minimum of 5 office hours per week
· Promotes CAB unity and identity
· Upholds and abides by all university policies and procedures and the CAB constitution
· Performs other duties as assigned by the Executive Board Officers and advisors

Responsibilities of Executive Director
The Executive Director serves as the chief executive officer of CAB.
· Provides overall direction for CAB
· Schedules and leads weekly executive board meetings
· Plans executive board trainings and retreats
· Ensures all CAB events are planned thoroughly in advance
· Maintains financial records of CAB’s expenditures, including the coordination and presentation of CAB’s annual budget request (with the assistance of the CAB advisors)
· Assists advisors with general member and executive board evaluations and other CAB-related personnel issues
· Meets regularly with the advisor
· Serves on university committees as CAB representation; in the event that the Executive Director is unavailable during the meeting time, a Director will be appointed on the Executive Director’s behalf
· Serves as the Chair of the Traditions Committee (including events of Stadium Party and Homecoming)
· Serves as an ex-officio member of all CAB committees

Responsibilities of Director of Membership
· Schedules and leads all general membership meetings
· Coordinates annual membership recruitment efforts
· Coordinates annual CAB retreat
· Maintains membership database, including the email listserv through Outlook
· Communicates with members via email and other modes of communication
· Develops support and recognition efforts for general members
· Creates member sign-up sheets for each meeting/event
· Serves as the Chair of the Weekend Programming Committee 
· Serves in the place of the Executive Director when needed

Responsibilities of Director of Operations
· Maintains minutes and attendance records for all executive board and general membership meetings
· Makes and maintains space reservations for CAB events
· Maintains inventory and usage log of CAB items in storage room 
· Assists Executive Director with maintenance of CAB’s records of expenditures
· Serves as the Chair of the Coffee and Comedy Committee
· Works with Executive Director and advisors to make travel arrangements for NACA South Regional Conference

Responsibilities of Director of Marketing and Communications
· Coordinates design of CAB promotional materials
· Works with other officers and members to develop and produce promotional materials for CAB events
· Maintains CAB’s Facebook account and website
· Maintains calendar of events for each semester
· Coordinates CAB’s Premiere Fair and WinterBlast participation
· Communicates with University Communications to advertise events to Students, Faculty, and Staff
· Serves as the Leader of the “CAB Street Team”
· Serves as the Chair of the Springfest Committee

Responsibilities of Director of Programming
· Maintains log of vendors (novelties, screen-printing, agents, etc.)
· Maintains communication with agencies
· Assists advisors with bidding process
· Maintains awareness of best practices in student programming
· Conducts CAB event assessment and evaluation
· Assist Director of Operations with space and equipment reservations
· Maintains communication with all CAB committees to ensure quality and consistency of programs
· Serves as Block Booking representative for NACA South Regional Meeting
· Serves as the Chair of the Rocktoberfest Committee

Executive Board Selection Process
Selection of Executive Board members will occur during the Spring Semester and appointments shall last for one academic year. The Executive Director shall be selected on an application and interview process coordinated by the advisors and the out-going Executive Director. Executive Board members shall be selected on an application and interview process coordinated by the newly elected Executive Director and advisors.

Any concerns/issues over the selection process may be made to the Assistant Director of Student Life.

