Omega Phi Alpha – Position Description

Title:  Rush Assistance Director
General Purpose of Position:

The Rush Assistance Director shall be in charge of the administrative duties included in the rush assistance process.
Classification:  Appointed
Level: National
Relationships to Other Jobs:

Appointed by: 
VP Membership
Accountable to:
VP Membership
Support from:
VP Membership
Works with:
VP Membership, VP Finance, VP Leadership Development, chapters
Term of Service:
1 year from July to July.  Maybe reappointed subject to yearly evaluation and other considerations.
Time Commitment: 
5 hours a week
Required Qualifications:  
· Any active or alumnae of Omega Phi Alpha National Service Sorority may serve in a national appointed position.
Preferred Knowledge/Abilities/Experiences:

· The ability to communicate with chapters via e-mail on a daily basis.  
· Able to work with Microsoft Excel
· The ability to keep accurate records of monies allocated to each chapter

Duties and Responsibilities:

· Receive rush budgets from chapters via e-mail. 

· Approve rush budget if it meets requirements using associated procedures.  If it does not meet requirements, send it back to the chapter for them to revise and then approve once it meets requirements.  

· Send approved budgets to the chapter via e-mail. 

· Once receipts and expense voucher have been received from the chapter, verify all information and forward on to the VP Membership (should send approved budget with all fields completed, receipts and the completed expense voucher).  Voucher will then be approved by the VP Membership and will be sent to the VP Finance for reimbursement. 

· Inform the chapter that all necessary information has been received and is being processed.  

· Assist chapters in recruitment and rush planning.

· Work with Chapter Health Advisors for chapters having low membership.

· Help ensure chapters meet deadlines and requirements. 

Convention/ Midyear Attendance required?  No/ No
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