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Executive Director of Student Activities

Position Title:     	Executive Director of Student Activities
Department:       	Executive Team
Supervisor:         	Student Body President
Advisor: 		Sara Wanous
Stipend:             	$2,900 per year
Primary Purpose:
The Executive Director of Student Activities provides leadership to, and supports, the Student Activities Directors and members in the planning and execution of campus-wide Student Activities events. It is the Executive Director’s primary responsibility to insure the focus of Student Activities (SA) remains consistent with their mission to “Enhance the Bethel experience by providing fun and community-building events through servant leadership.”
Key Responsibilities:
· Works with staff advisor and SA Directors to plan and implement the Student Activities calendar for the school year.
· Hires and trains six SA Directors and oversees the hiring process of SA members.
· Provides direction to the SA directors to enable effective communication and collaboration across SA on issues such as SA budgets and resources, programming, and staff expectations.
· Reviews budgeting and spending for each event with the responsible SA Director. Works with the Financial Officer and staff advisor to coordinate the overall SA budgets. 
· Ensures that all events are conducted in a safe and responsible manner, follow all university guidelines, are relevant to the current student body, and offer significant variety to meet the needs of the diverse student population.
· Ensures all University policies and the Covenant for Life Together are upheld in the planning and execution of all the SA events.
· Approves all events, programming, and marketing for SA.
· Collaborates with other members of the Executive Team to facilitate cohesion between Student Activities and their respective departments.
· Sets short term and long term goals for SA that are consistent with SA’s mission statement and seek to provide continued growth.
· Serves as student liaison between campus departments and Student Activities to insure communication between all impacted departments and individuals.
· Provide regular encouragement and recognition to SA Directors, members and partnering departments throughout the school year.
General Responsibilities:
· At least five office hours per week
· One-hour weekly Executive Team meeting
· Bi-weekly meeting with the Student Body President/Vice-President
· Weekly meeting with BSG advisor
· Bi-weekly meetings with each SA Director
· Plan and conduct weekly SA Directors’ meeting
· Plans and conducts weekly All-SA meetings
· Onsite supervision of all SA events
· Coordinate use of the Workroom and SA storage areas
· Attend Executive Team Retreats
· Attend the Leadership Retreat
· Arrive on campus two weeks before classes begin
· Attendance at one Senate meeting per month
· Participate in various other extra Executive team commitments such as, but not limited to, retreats, staff chapel, and staff training prior to school starting
 
Qualifications:
· Junior standing at time of assuming the position
· Minimum GPA of 3.0
· Previous experience within Student Activities required
· Should have previous experience leading a team
· Must be willing to work late nights and weekends on a regular basis
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