Officer Duties

PRESIDENT

I. Oversee the responsibilities of all drama club officers.  The president is in charge of making sure officers fulfill their duties completely and efficiently.

II. Collaborate with senior officers to plan all drama club field trips throughout the year.  While every officer participates in decisions, the president is in charge of its overall organization.  The president must ensure all permission forms and money are collected from students before he /she is allowed to attend.

III. Oversee any event the theatre program undertakes during the year.  Whether it is a monthly drama club or officer meeting, a play production, fundraiser, final showcase, the theatre banquet, et cetera, the president is required to attend and oversee all such events.

IV. Collaborate with the theatre sponsor and the drama club officers in order to plan and announce all drama club meetings in a timely manner.  Ensure all meetings are enjoyable, informative, and well organized.  Plan games and organize the information for the meetings

V. Coordinate the Drama Club/Thespian Banquet for the end of the year.  Ensure all portions of the banquet are successfully completed and all officers participate. 

VI. Assign specific tasks (which pertains to no particular office) to various drama club officers in order to guarantee their completion.

VII. Assist the drama club sponsor with whatever necessary.  While the president is in charge of the club, its director has the final say and is ultimately above all decisions made by the president.

REPRESENTATIVES 

I. Share in the collaborative process during officer meetings by representing the drama club as individuals and as a whole and assist
fellow officers with their responsibilities to ensure tasks are completed.

II. Coordinate the “adopt-a-senior” project.  Help assign various underclassmen to a specific senior and ensure their involvement throughout the entire year.

III. Provide input for club t-shirt design for the year.  Organize the entire process, including the collection of sizes, choosing a company, ordering the shirts.

IV. Organize the election of the new freshman representative for the second semester of school.  This position is based on the vote of all officers, but the election is to be coordinated by the three drama club representatives.  The new representative should be a freshman with potential that stands apart from the rest of the ninth grade members.

V.  Communicate to the lass piers you represent and bring fresh creative ideas to discuss at officer meetings.

VI. Help with the organization and decoration for banquet

POINTSMASTER

I. Collect and keep track of all Thespian points for the inducting of new members into the International thespian Society.

II. Keep file of buttons earned throughout the year.  These buttons help decide eligibility of drama club members.

III. Complete all necessary forms to submit to TEA for eligibility of thespian induction and plan the induction segment of the banquet.

QUARTERMASTER

I. Monitor use of facilities by theatre and non-theatre students and enforce necessary rules to promote healthy respect of the theatre and its amenities.

II. Ensure that all lights are turned off and doors are locked after all events and rehearsals.

III. Keep track of all properties and set pieces used throughout the rehearsal and run of a production and ensure they are properly stowed after each use.
VICE-PRESIDENT

I. Assist the President in a variety of forms.  Whether running an errand or being delegated to a large event, the Vice-President should stand by for any action that must be taken. The Vice-President must be active in asking the Presidents what needs to be accomplished.

II. Co-produce all events occurring throughout the year.  While the President will usually oversee many large events, it is the duty of the Vice-President to double check and make sure nothing falls out of place for which it has already been organized.

III. Act in the position of the President.  If the President is unable to attend a meeting or event, it is the sole responsibility of the Vice-President to seek out information from the president that should be discussed at a meeting.

IV. Organize and operate the One-Act Play Extravaganza.  Although other people may be delegated for this assignment, it is the default duty of the Vice-President to make sure dress rehearsals and final presentations are all within the bounds of presenting for the public.

CREATIVE DIRECTOR

I. Design logos for Drama Club and production T-shirts, programs and advertisements.

II. Collaborate with the Liaison to design the monthly Drama Club Newsletter.

III. Design layouts for various items such as calendars, brochures, postcards, invitations and award certificates.

SECRETARY and or TREASURER

I. Correspond with the booster club to ensure parents are contacted and available to sponsor different events, and provide resources for events and field trips.

II. Keep an organized file of contact information and records for all drama club members including paid dues, and meeting attendance

III. Send out reminders to club members of volunteer work and club dues.

IV. Take minutes and an updated calendar at all officer meetings in order to better inform those who may be absent.

HISTORIAN

I. Photograph all drama club events and productions.
II. Create the drama club scrapbook for presentation at the Thespian Banquet.
III. Oversee creation of the Senior Wall and Wall of Inspiration.
IV. Collaborate with the Creative Director, Web Master, and Liaison to put updated photographs in the newspapers and on drama club websites.
LIAISON

I. Organize and distribute a drama club newsletter before each club meeting.  The newsletter must cover all upcoming events and new information of which the club should be aware.

II. Work with the Vice-president and web master to create logos and advertisements for all theatre productions.  It is the liaison’s responsibility to ensure all officers are doing their part to publicize drama department events.  

III. Ensure flyers are put up around the building and announcements are made at school as well as printed in the Lindale High School and City Newspaper.

IV. Consider more opportune ways in which we may notify the public about drama club events.

V. Create and help distribute flyers to public schools about upcoming events.

HOUSE MANAGER(S)

I. Teach all house staff the procedures for before show set-up with concession stands, t-shirt sales and ticket tables.

II. Ensure that all concession and ticket areas are manned before each production.

III. Ensure that all concession and ticket areas are properly cleaned and organized and all items stored following each production.

IV. Correspond with cafeteria staff for any additional supplies needed for shows

V. Contact and collaborate with parents and booster club members for more demanding projects such as IOU Coffee Stain and Banquet

REGULAR OFFICER MEETING DAY
First Tuesdays of each month and Mondays during Theatre Production

REGULAR CLUB MEETING DAY
First Thursdays of each month

