AMA OFFICER DESCRIPTIONS

AMA Mission Statement: The Texas State University-San Marcos American Marketing Association is an organization with the mission of advancing the practice and appreciation of marketing for students and professionals who seek to increase their knowledge and skills through national and local programming, while providing a forum for peer networking and resource development.
President - The AMA President is in charge of the daily operations of the organization, running the officer and all-member meetings, corresponding with the faculty advisor, representing AMA at various on and off campus functions, managing the team of officers, delegating different duties, and overseeing and assisting in the planning and execution of all AMA projects, events, and activities.  This position should be for someone who plans to devote a significant amount of time to AMA and has good leadership and time management skills.  This is a VERY rewarding position, but at times it can also be very demanding.

Vice-President - In addition to helping the President with his or her duties, the Vice President is responsible for the Annual Report and Chapter Plan, which are the documents submitted to the AMA International Conference that the chapter will be judged on each year.  The Chapter Plan is basically a plan for the chapter's upcoming year and the Annual Report details the results of that plan.  The Vice President will coordinate officer sections in each document and will be responsible for compiling them in two visually pleasing reports.  These documents are very in-depth and time consuming so this position requires a high degree of time management and organization.  The Vice President is also expected to act as the AMA President if the President is unable to attend a meeting or event.

VP of Advertising - VP of Advertising - Design and distribute flyers around campus to inform people about AMA meetings, events, and socials.  Relay messages to Texas State's Channel 15, KTSW FM 89.9, Electronic Billboard, and University Star and other outlets to get the word out.  Write letters to faculty so they can inform their students about meetings.  Design table tents and place them in the dining halls.  

VP of Community Service - The VP of Community Service is responsible for serving the community and getting students actively involved in a wide variety of service projects. This person is also in charge of contacting different people to schedule service projects and effectively advertising the projects to ensure member participation.

VP of Finance - The main duty of The VP of Finance is to balance the checkbook on a regular basis. They must also keep an accurate budget to be prepared for the Chapter Plan and Annual Report. They must write checks for various things such as food for meetings, supplies, issue receipts for new members, make deposits at Balcones Bank, and process reimbursements. All bank statements, receipts, invoices, reimbursements forms, and deposit slips are kept in a binder and filed by date.  This person should be detailed oriented.

VP of Fundraising - The VP of Fundraising is in charge of creation, promotion, and implementation of fundraising events in order to pay for AMA activities and the International Conference.  This includes, but is not limited to: On-Campus Marketing Diploma Displays, Taco Cabana Fundraiser Nights, and Sausage Wrap/Quesadilla Sales on Campus.

VP of Internal Affairs - VP of Internal Affairs will be responsible for heading up the Executive Member Committee, sending emails about upcoming meetings and events to Christine Billingsley to be sent to marketing majors, and a general assistant to the President.  This officer is also in charge of sending out information emails to AMA members and will help to organize the exhibit for the AMA conference in the spring. Written communication skills would be good to have for this position.

VP of Communications -  The primary job of the VP of Internal Communications is to get all of the information necessary for the AMA newsletter, The Connection,  and put together and printed to be distributed at each meeting.  This requires a fairly good knowledge of Publisher/MS Word and should be someone who has good writing/editing skills.  Additionally, this officer is in charge of decorating and regularly updating the AMA bulletin boards located on the third floor in McCoy Hall.  This task takes some amount of creativity, as the boards need to be both visually appealing and up-to-date.  

VP of Internet Communications - This person is responsible for making regular updates to the Texas State AMA website. This position will require an interview to ensure technical capability. Prerequisites for this position include: experience using Macromedia Dreamweaver 8, experience coding with HTML & Java scripts, experience using Macromedia Flash 8, and general computer knowledge (i.e. MS office, installing programs). 

VP of Membership - The Vice President of Membership is solely responsible for keeping a very detailed list of current AMA members.  This includes printing off applications, keeping them in the Marketing Office and always having some on hand at the AMA meetings.  The VP of Membership is also responsible for keeping track of members who volunteer at events and also keeping a list of names and emails of students who are interested in joining AMA.  Other responsibilities include emailing all members of upcoming events if needed, reminding members to renew their membership.  This person will also organize social activities for the members.   

VP of Operations - This officer is responsible for making food/catering arrangements for all chapter meetings, including working with the V.P. of Membership to plan end-of-semester socials.  Other duties include handling reservations for any requested speaker accommodations (e.g. projectors, laptops, etc.).

VP of Programming - The VP of Programming determines the chapter's meeting schedule for the year.  He or she selects program topics and speakers, and prepares the program calendar.  He or she must arrange for all speaker commitments and coordinate the details of their appearances.  For the speaker presentation, the VP of Programming must have the requested equipment set up and give appropriate recognition to the speaker.  

VP of Public Relations - The office of Public Relations deals with the internal organization of the group along with staying connected with The Austin Professional Chapter and keeping up with Austin Affairs.  Such internal activities include Bobcat Days, Organizational partnerships with other groups/organizations on campus, Alumni Relations through e-mail and activities, writing press releases and organizing and helping with recruiting efforts at the Organizational Fair.

VP of Special Projects - The VP of Special Projects is in charge of putting together and executing the AMA Etiquette Dinner from picking vendors, to getting donations, to making the program and tickets, to making sure the event runs smoothly.  Special Projects is also in charge of Marketing Week in the fall, which includes the Marketing Teacher/Faculty Luncheon and any other fun events to celebrate marketing.  This position also works with Texas State Career Services in getting AMA members to volunteer to help with the Career and Internship Fairs, whether it is helping companies set up their booth or signing students in when they arrive.  

