Willis Junior High School

National Junior Honor Society

Firebird Chapter

Officer Job Descriptions


President Description

· Lead general meetings

· Plan for NJHS as soon as the school year starts

· Responsible to see that everyone does his/her job

· Model proper NJHS behavior in service hours, attitude and academics

· Attend all officer meetings

· Lead committee meetings

Vice-President Description

· Need to be as well-informed as the president

· Be prepared to assume more responsibility if needed

· Run agenda items at general meetings

· Model proper NJHS behavior in service hours, attitude and academics

· Attend all officer meetings

· Lead committee meetings

Secretary Description

· Attendance:

· Keep attendance records for each meeting

· Update annual attendance records

· Minutes:

· Write up the meeting minutes as soon as possible and give them to the sponsors

· Run agenda items at general meetings

· Model proper NJHS behavior in service hours, attitude and academics

· Attend all officer meetings

· Lead committee meetings


Treasurer Description

· Responsible for accurate, complete accounts, and plans

· All bills are cleared through the treasurer and the adviser

· Keeping the Funds Balanced:

· Money received should balance with money spent 

· Run agenda items at general meetings

· Model proper NJHS behavior in service hours, attitude and academics

· Attend all officer meetings

· Lead committee meetings

Historian Description

· Responsible for keeping records of all the events in which the Willis NJHS participates in

· Taking pictures

· Keeping a scrapbook for the current school year

(   This person will also act as an informant to the school to let others know what great things NJHS has done or will be doing in the future

· Run agenda items at general meetings

· Model proper NJHS behavior in service hours, attitude and academics

· Attend all officer meetings

· Lead committee meetings

Sergeant of Arms Description

· Responsible for keeping the peace and order during the meetings

· Make sure that once the meeting has started, no one else will be allowed to enter or interrupt

· Model proper NJHS behavior in service hours, attitude and academics

· Attend all officer meetings

· Lead committee meetings

