	Penn State Alumni Association – Philadelphia Chapter
Job Description Form

	Title:  Social Activities Director

	Reports to:  Vice President

	General Description:

The Activities Director shall assure that the schedule of activities consists of a well-rounded series of events designed to promote all aspects of Penn State’s educational program including its scholastic, athletic, and cultural activities, and to assist in promotion of Penn State to current and potential students.

The Activities Director identifies potential areas of interest of the general membership and potential membership of the Chapter. He/She promotes Chapter membership retention through creative and fun programming which exemplifies the Penn State spirit.  He/She works with the Membership Director to identify career wants/needs of general membership for future programming.  The Activities Director should be aware of social events happening in and around the Philadelphia area to identify potential events in which the Chapter could participate. The Activities Director is also responsible for identifying scheduling conflicts between committee events, but this should be done with the support of the Vice President. He/She must submit event reports to the Secretary, Vice President and President within two weeks following a promoted event. He/She is also responsible for maintaining the Director binder which contains all relevant information to the position including, but not limited to, event reports, contacts, time lines for events, programs, and other proposed position plans.

	Major Responsibilities:

· Reviews all inquiries for event opportunities for Chapter to explore
· Organize and maintain an event listing – master calendar for all Chapter Social Activities to be distributed by Communications committee

· Responsible for all event planning involved with a project – supplies/contracts/follow up/ and completion

· Evaluates the effectiveness of events – prepare different events for various audiences

· Oversee recommended subcommittees:

Tailgate Teams: Football Season and other various sporting events including planning and decorating for parties

Freshman Sendoff : Annual event held in fall to welcome newest members of the Penn State family

	Helpful Skills:

· Organizational Skills
· Proficient Computer skills

· Outgoing personality

· Exemplifies Penn State Spirit

	Goals: 



