Secretary
The Secretary will manage internal communications and support key club operations, including updating calendars and submitting SOC post-event evaluations. The ideal candidate will be a team player with excellent communication skills and an eye for design, working closely with the VP of Marketing and other leadership members to help ensure smooth operation of the club.
Key Responsibilities:
1. Internal Communications:
· Manage and respond to incoming communications via the club's email inbox.
· Send timely updates and reminders to club members regarding upcoming events, meetings, and important club activities.
2. Calendar Management:
· Collaborate with the President, VP, and VP of Communications to create a semester calendar of events and key activities.
· Regularly update the Google Calendar with club events, deadlines, and meetings, ensuring it is accurate and accessible to all members.
3. Website Integration:
· Ensure that the club’s Google Calendar is correctly linked and synchronized with the club website for easy access by members.
· Keep the calendar up to date, reflecting any changes to scheduled events or meetings.
4. Event Evaluation:
· Complete the SOC Post Event Evaluation for events that used Student Organization Council (SOC) funding (https://soc.utdallas.edu/).
· Ensure timely and accurate submission of event evaluations to meet SOC guidelines and deadlines.
5. Administrative Support:
· Provide general administrative support to the club leadership, including note-taking during meetings and preparing documents as needed.
· Maintain club records and assist in organizational tasks to keep the club running smoothly.
Qualifications:
· Strong written and verbal communication skills.
· Proficiency in Google Calendar, email platforms, and Microsoft Office Suite.
· Basic graphic design skills or willingness to learn, with familiarity in design tools (e.g., Canva, Adobe Spark, or similar).
· Excellent attention to detail and organizational skills.
· Ability to work collaboratively in a fast-paced environment.
· Experience with event planning or student organizations is a plus but not required.

