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Officer Expectations 
Being elected as an officer of Phi Sigma Sigma is a privilege.  As an officer you have 
been chosen to hold a leadership position and to serve your chapter; which indicates that 
your chapter members think very highly of you and believe that you are the right person 
to fulfill the duties of this position.  You are a significant role model, who will provide 
guidance and represent your chapter members.   
 
All members are afforded the opportunity to contribute in meaningful ways to the 
welfare of the chapter; however, as an officer your primary responsibility is to lead the 
chapter.  Most of your chapter members do not, and will not, fully understand the 
responsibilities that go into holding your position.  They may not realize if you fulfill 
your obligations, but they will listen to your words and observe your actions.  In 
listening and watching, your chapter members follow by assessment and example.  A Phi 
Sigma Sigma chapter with trained officers who execute their duties will flourish.  Each 
chapter is only as strong as its executive board, and its executive board is only as strong 
as its individual members.  Each executive board member should hold her fellow 
officers accountable for fulfilling their individual and collective duties. 
 
The business of the sorority, which is different from the social aspect, must always be 
addressed in a professional manner.  You must meet all of your responsibilities to fulfill 
the expectations of your position and to represent your chapter well on campus and 
within international Phi Sigma Sigma.  There may be times when your chapter sisters do 
not understand and may not support you.  It is important to remember that you were 
chosen to lead your chapter and therefore, you must always have your chapter’s best 
interests in mind and at heart.  This can be very challenging at times, especially when it 
is necessary to separate business from personal.  However, you have to look to the future 
and think about what is in the best interest of the chapter as a whole.  Your obligations 
and responsibilities as an officer always should include loyalty to Phi Sigma Sigma and 
promotion of Fraternity growth. 

Responsibilities 
Phi Sigma Sigma International Constitution and Bylaws 
 

ARTICLE VIII:  Government – Collegiate Chapters 
 
SECTION 4.  It shall be the duty of the scribe to conduct all correspondence of her 
chapter and to immediately notify Headquarters of any changes in membership 
status.  She shall preserve files of her correspondence.  She shall notify all 
members of special meetings.  She shall collect the ballots at elections if an alumna 
is unavailable.  She shall be in charge of and maintain the collegiate and alumnae 
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files and shall annually compile and maintain an up-to-date record of the names 
and addresses of the collegiate and alumnae members of her chapter as part of the 
chapter’s permanent record book. 

 
Policy and Program Implementation 
 

International Policies and Programs 
·  Demonstrate knowledge of the international constitution and bylaws. 
·  Demonstrate knowledge of all Fraternity policies. 
·  Act as the official recorder during ritual proceedings. 
·  Be aware of risk management issues. 
·  Ensure that the chapter and its members are following and striving to 

achieve the Chapter Excellence responsibilities of and goals related to self, 
chapter, campus and community and Fraternity. 

·  Emphasize the commitment to achieve excellence of aiming high through 
the pursuit of: 
�  being inspired to have the chapter reach its greatest potential 
�  being held accountable for chapter efforts 
�  identifying problems and asking for help where needed 
�  ensuring effective and efficient chapter operations 
�  fostering an environment of mutual respect and understanding 

·  Provide all necessary documentation and reports for the Chapter Excellence 
portfolio. 

 
Chapter Policies and Programs 

·  Demonstrate knowledge of the local constitution, bylaws and policies. 
·  Responsible for the chapter’s report compliance and enforcement of timely 

report compliance. 
 

Campus Regulations 
·  Demonstrate knowledge of campus rules and regulations. 

Chapter Responsibilities  
 

·  Responsible for collecting all incoming and outgoing correspondence by 
checking the chapter mailbox and e-mail account, handling postage and 
distributing all reports, forms, correspondence and e-mails to the 
appropriate designees. 

·  Responsible for sending out Blue and Gold cards. 
·  Responsible for ordering necessary stationary supplies, manuals, brochures 

and print materials when needed. 
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·  Preserve and maintain all chapter files by keeping copies and accurate 
records of all Fraternity matters and correspondence. 

·  Keep the chapter’s permanent record book up-to-date. 
·  Submit change of chapter officer report and request for status change forms 

within the designated time frame. 
·  Notify all chapter members of special meetings. 
·  Maintain a current copy of the Fraternity directory. 
·  Update and maintain contact information for all chapter members including 

collegians and alumnae. 
·  Responsible for implementing an alumnae program if there is no alumnae 

chairman in place. 

Role at Meetings 

Executive Board Meetings  

·  Have voice and vote at all executive board meetings on all issues pertaining 
to the welfare of the chapter.  These issues should be discussed amongst the 
executive board members. 

·  Have and maintain open communication with chapter members.  As an 
officer, be in touch with the members of the chapter at all times. 

·  Understand the primary requirements for all officers: responsibility, 
commitment, time management skills and the ability to get along well with 
others. 

·  Responsible for making sure that all required officer and chairmen reports 
and forms have been completed and are submitted to you in a timely 
manner, in order to have all chapter reports sent out by the deadline to all 
Fraternity personnel, Headquarters staff and community volunteers. 

·  Oversee officer notebooks for maintenance of updated records and to be 
certain officers are aware of all documentation they need to have and retain. 

Chapter Meetings 

·  Read all international and local correspondence. 
·  Collect ballots at ritual meetings if an alumna is unavailable. 

Chain of Command 
If any questions or concerns arise, the chapter’s primary contact person is your chapter 
key advisor.  If it is an issue more specific in nature, you can contact the relevant 
member of your chapter advisory board (if applicable).   
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If your advisor and/or advisory board are not able to appropriately address the issue, 
please contact your membership manager or community archon, in this respective order.   

Additional Resources 
Below is a list of additional resources that will help to contribute to your success of 
being a great scribe: 
 

·  Phi Sigma Sigma Web site 
·  Phi Sigma Sigma database 
·  Phi Sigma Sigma directory 
·  Resource library leadership guides 
·  Resource library reference guides 
·  International constitution, bylaws and policies 
·  Executive Board Officer’s Guide to Success 
·  Local constitution, bylaws and policies 
·  Chapter Excellence manual 
·  Collegiate calendar 
·  Chapter budget 

 


