
Nuts and Bolts of 
Being an Of�cer

Commitment:
As an ofýcer, you are required to fulýll all the requirements of being a chapter member. There-
fore, you are expected to attend all chapter meetings, group activities, fundraisers, and most 
importantly maintain your commitment to your one-to-one friendship with your buddy. In addi-
tion, you are required to fulýll ofýcer duties and attend ofýcer meetings. These meetings should 
be held on a regular basis (at least one per month) at a time when all ofýcers are able to attend. 
Your participation, leadership, and commitment will help set a positive tone for other chapter 
members. It is important that you LEAD BY EXAMPLE!

Commuication:
You are responsible for communicating with a variety of people. Not only will you need to com-
municate effectively with your fellow ofýcers, but also with the chapter members and advisors. 
Be open, honest, clear, and consistent in your communication. By doing so, and focusing on the 
Best Buddies chapter, conþict and miscommunication are more easily avoided or more quickly 
resolved.

Teamwork:
One person cannot manage a Best Buddies chapter by him/herself. It takes a team of energetic, 
involved student leaders and advisors working toether to effectively manage all aspects of the 
chapter. Teamwork involves delegating jobs to each person. Each ofýcer should contribute to 
the success of a chapter by contributing their time and effort. As an ofýcer, you need to know 
what is expected and when it should be completed and work to follow-through with your com-
mitments.



Brief Of�cer 
Responsibility List

Vice 
President:

Plans and documents all chapter activities. Will also 
prepare a calendar, keep attendance and assist the 
Treasurer with fundraisers.

Secretary: Ensures Buddy Pairs are fulþlling their friendship 
commitments by þlling out the monthly Friendship 
Updates on each Buddy pair. Will also prepare a 
Roster, help resolve match problems and 
communicate with the Special Education Advisor.

Treasurer: Works with chapter ofþcers and Faculty Advisor to 
manage þnancial resources and prepares chapter 
budget. Must fundraiser a minimum of $275 for the 
conference fee.

E-Buddies 
Coordinator: 

Works with Buddies to introduce them to the Internet 
and e-mail. If the Buddies are interested, the EBC will 
help them sign-up for the e-Buddies program.


