Omega Phi Alpha – Position Description

Title: Expansions Assistant
General Purpose of Position:

The Expansions Assistant assists the VP Expansions with researching college/university campuses to determine good prospective matches for new OPA chapters and assists with other general tasks associated with the colonization process.
Classification:  Appointment
Level: National
Relationships to Other Jobs:

Appointed by: 
VP Expansions
Accountable to:
VP Expansions
Support from:
VP Expansions
Works with:
VP Expansions, VP Communications, VP Membership
Term of Service:
1 year(s) from July to June. May be reappointed subject to yearly evaluation and other considerations.
Time Commitment: 
5 hours a week
Required Qualifications:  
· Must be a lifetime member of Omega Phi Alpha in good standing
Preferred Knowledge/Abilities/Experiences:

· Good research and computer and skills
· Familiarity of OPA recruitment process and ceremonies
· Knowledge of OPA structure ceremonies
Duties and Responsibilities:

· Assist the VP of Expansions with the OPA colony(s) with big/little matching, colony retreat planning, induction planning, and additionally advise colonists/colony officers in regards to the colonization process, as well as anything else related to OPA colonization.  

· Assist the VP of Expansions with researching and determining if the college/university campus and the campus contact are a good match for OPA.

· Assist the VP of Expansions with expansion related Vision tasks and goals.

· Assist the VP of Expansions with finding and utilizing resources that may be valuable for colonies. 

Convention/ Midyear Attendance required?  No/No
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