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• Define  officer  roles
• Long-­term/Short-­term  Planning
• Goal  Setting  
• Expectations  for  Board
• Delegation  &  Communication  Strategies
• Board  Recognition  &  Retention
• Succession  Planning  
• Volunteer  Recruitment  
• Generating  Interest  &  Evaluating  Efforts
• Q  &  A

Overview  of  Presentation:
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Constitutional  Definitions  of  Roles

• President:  The  president  shall  preside  at  all  meetings  of  the  
Club/Society,  shall  serve  as  the  chairperson  of  the  Board  of  
Governors  of  the  Club/Society  and  an  ex  officio  member  of  
all  committees,  shall  become  familiar  with  alumni  club  
resources  and  shall  attend  or  assign  designee  to  necessary  
training  workshops.  

• Vice  President/President-­Elect:  The  vice  president  or  
president-­elect  shall  assist  the  president.  In  the  absence  
or  disability  of  the  president,  or  at  his  or  her  request,  the  
vice  president  or  president-­elect  shall  perform  the  duties  of  
the  president.  If  the  office  of  president  becomes  vacant,  he  
or  she  shall  become  president  for  the  unexpired  term.  
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Application  of  Responsibilities  
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President Vice  President/President-­Elect
• Supervises  all  alumni  group  affairs  and  
provides  leadership/vision  for  alumni  
group.

• Establish  short  and  long-­term  goals.
• Organize  and  run  board  meetings
• Serve  as  liaison  between  the  alumni  
group  and  OSUAA.

• Delegate  responsibilities  and  tasks  to  
board  officers,  build  rapport,  and  resolve  
conflicts.

• Preside  at  group  events,  represent  the  
alumni  group  and  the  university  
professionally  and  enthusiastically.  

• Keep  alumni  group  on  track  for  its  goals.
• Build  relationships  with  alumni  group  
community,  local  businesses  (when  
applicable),  and  with  university  staff.

• Perform  duties  of  the  President  in  
his  or  her  absence  (vacation,  
departure  from  position,  etc.)

• Coordinate  with  the  President  on  
responsibilities  with  short-­term,  
long-­term  goals  (the  “how”).

• Follow-­up  with  board  officers  on  
tasks,  deadlines,  and  goals  (for  
example,  have  committee  chairs  
report  to  VP  instead  of  Pres).

• Build  rapport  with  board  officers  and  
relationships  with  group  members.

• Fills  in  when  needed  for  BOG  
responsibilities  (if  you  don’t  have  an  
events  committee,  VP  can  
coordinate  events,  for  example).

• Might  drive  fundraising  strategy  



What  are  we  missing  from  this  list?
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Setting  Expectations
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● Annually  created,  
and  revisited

● Specific,  defined  
(no  ambiguity)

● Memorable
● Known
● Folks  should  be  
held  accountable  to  
them

● Relevant  to  your  
group



●Set  the  Tone
●Plan  Retreat  or  Planning  Meeting
●Energize  board  
●Secure  Buy-­In

Short-­Term  Goals  
●Events
●Football  Season
●Fundraising  
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Long-­Term  &  Short-­Term  Planning

Long-­Term  Goals  
●Event  Calendar  for  Year
●Membership  Growth
●Succession  Planning
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Goals  &  Planning

Specific  (simple,  sensible,  significant).
Measurable  (meaningful,  motivational).
Achievable  (agreed,  attainable).
Relevant  (reasonable,  realistic  and  resourced).
Time  bound  (time-­based,  time  limited,  time/cost  limited).

S.M.A.R.T.  
Goals

Examples:
● Increase  membership  to  250  by  Oct.  31st,  utilizing  game  day  events,  
post  card,  and  email  blasts  to  accomplish  this  task.  

● Set  dates  for  three  Category  I  events  by  December  meeting.
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Sample  Calendar-­Clubs
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Sample  Calendar-­Societies



11



Delegation  &  Communication

Strategies  for  Delegation
• Learn  to  Let  Go
• Play  to  your  volunteer  strengths
• Always  Include  Instructions
• Don’t  be  afraid  to  teach  new  skills
• Trust,  but  verify
• Use  Feedback  Loops  to  improve  
Delegation
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Delegation  &  Communication

Strategies  for  Communication
• Define  what  works  well  for  the  group
• Tech  vs.  No  Tech
• Set  expectations  
• Follow  Up

Utilize  Technology!
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Free  Online  Project  Management  Sites,  like  Trello.com

https://www.youtube.com/watch?v=ph5UVsuqPUU

Delegation  &  Communication



Best  Practices
Board  Recognition  &  Retention
●Big  Thanks  and  Little  Thanks
○$50  reimbursement

●Check-­ins
●Empowering  Decision  Making  and  
Autonomy
●Balancing  Workloads
●Making  it  fun!
○Acknowledging  Life  outside  of  board  
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Best  Practices
Succession  Planning
● Starts  before  you  decide  to  leave
○ Identifying  skilled  volunteers/actively  
engaged  members

○ Mentoring  them  into  role
● Using  an  “elect”  system
○ VP  or  Pres-­Elect?

● Stagger  terms  of  certain  positions  so  that  
it’s  not  a  complete  board  turnover

● Transition  plan  should  be  in  place  and  
well  known

● Creating  transition  documents  during  term16



Best  Practices
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Generating  Interest  &  Evaluating  Efforts
○See  who  is  already  coming  out  to  your  events  and  game  day  watches  and  
ask  them  what  they  are  looking  for
○Utilize  an  OSUAA  survey  that  we  can  send  out  to  all  alumni  in  the  area,  for  
example: https://osu.az1.qualtrics.com/jfe/form/SV_bDA2wKELM4U8GeF
○Marketing  through  Regional  Communication  Services  (e-­mail,  print  &  
website)
○Social  Media/LinkedIn/Alumni  Fire
○Young  Alumni  events  
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Volunteer  Recruitment

Surveys
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Best  Practices
Volunteer  Recruitment  Strategies
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Online  Leadership  Resources

● “Seven Steps to Running the Most Effective 
Meeting Possible”

● “The Cheat Sheet for Robert’s Rules of Order”
● “How to design an agenda for an effective 

meeting.” 
● “SMART Goal Examples”
● “How to run a powerful, purposeful board 

retreat.”
● “Managing Conflict: A Guide for Volunteer 

Boards.”
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What  We’ve  Covered
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Q  &  A
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Leslie  Shoaf
shoaf.45@osu.edu
614-­247-­8022

Brendan  Braaten
braaten.8@osu.edu
614-­247-­8068


