Omega Phi Alpha – Position Description

Title:  Scholarship Trustees
General Purpose of Position:

Scholarship trustees coordinate the activity of the Omega Phi Alpha Scholarship Trust. There are three trustees with 3 rather distinct roles, although all three form the team that evaluates the scholarship applications each year.


Alumna Trustee – coordinates the application process and handles alumnae activity


Active Trustee – coordinates active chapter participation and public relations


National Executive Board (NEB) Trustee – coordinates the financial activity and    reporting 

Classification:  Appointed
Level: National
Relationships to Other Jobs:

Appointed by: 
National President
Accountable to:
The Trust
Support from:
Other Trustees, Legal Advisor
Works with:
Other Trustees, Legal Advisor, VP Communications, Chapter Presidents
Term of Service:
Alumna trustee – 1 year from July through June, may be reappointed subject to yearly evaluation and other considerations.


Active trustee – 1 year from July through June, may be reappointed subject to yearly evaluation if still an active, subject to other considerations.


NEB trustee – term runs concurrently with term on NEB.

Time Commitment: 
5 hours a month, with some peak times.
Required Qualifications:  
· All trustees must be lifetime members of Omega Phi Alpha in good standing. 

· The alumna trustee must be an alumna; the active trustee must be an active.

· The NEB trustee is the individual serving as the VP Finance on the NEB.

Preferred Knowledge/Abilities/Experiences:

· Overall knowledge of the underlying principals of Omega Phi Alpha

· Good communication and writing skills

· Some knowledge of fund-raising.
Duties and Responsibilities:
Alumnae Trustee
· In January, distribute an application to each active chapter and colony (if the colony will be activated before convention). Be sure that the application is available on the website and reference the website in the communication to the chapters.

· Encourage alumnae chapters to participate in fundraising for the Trust.

· Write thank-you notes to each individual donor who makes a contribution of $100.00 of more.

· Coordinate the activity of the Trust – be sure that everything gets done each year.

· Evaluate the applications received for the scholarship and award scholarships to the winners.
Active Trustee
· Place an article in each issue of the Chevron: explain the application process, what the scholarships are for, and who the winners are.

· Encourage active chapters to participate in fundraising for the Trust.

· Evaluate the applications received for the scholarship and award scholarships to the winners.

NEB Trustee
· Determine the size and number of scholarship awards that will be given each year based on the income of the Trust.

· Record all receipts and disbursements and provide a complete and accurate accounting of the activities of the Trust. Prepare financial statements (balance sheet and income statement) at midyear and at the end if each fiscal year.

· Evaluate the applications received for the scholarship and award scholarships to the winners.

· Prepare award checks and certificates for distribution at convention.

· Prepare the 990PF and file with the IRS no later than November 15 each year.
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