Vice Archon



Officer Expectations

Being elected as an officer of Phi Sigma Sigma is a privilege. As aeroffici 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 theeigion

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 respongibitib 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 yoll fulfi
your obligations, but they will listen to your words and observe your actions. In
listening and watching, your chapter members follow by assessment and exaniie
Sigma Sigma chapter with trained officers who execute their dutieautlish. Each
chapter is only as strong as its executive board, and its executive board issirongs
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, mugsdie/a
addressed in a professional manner. You must meet all of your responsibilitiédi to ful
the expectations of your position and to represent your chapter well on campus and
within international Phi Sigma Sigma. There may be times when youreclsagters 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 sHagger’
interests in mind and at heart. This can be very challenging at times aéigpecen it

IS necessary to separate business from personal. However, you have to look toehe futur
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 PhisS&igma and
promotion of Fraternity growth.

Responsibilities
Phi Sigma Sigma International Constitution and Bylavs

ARTICLE VIII: Government — Collegiate Chapters

SECTION 2. It shall be the duty of the vice archon to perform the duties of the
archon in the archon’s absence. She shall be the custodian of the ritual and shall
enforce due observance of and compliance with the constitution, bylaws, policies
and ritual of the Fraternity. She shall be responsible for Fraternitytemtuead

shall prepare the chapter for the Fraternity examination. She shall ierglem
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chapter bylaws. She shall be an ex-officio, non-voting member of the judicial
board. She shall chair the executive board and the executive council of the chapter
and shall supervise chapter chairmen and committees.

Policy and Program Implementation

International Policies and Programs

Enforce the Fraternity constitution and bylaws.
Enforce all Fraternity policies and conduct an annual review of the
Fraternity policies.
Demonstrate knowledge of Phi Sigma Sigma history and Fraternity
education.
Act as the custodian of the ritual. Be certain that correct and compliant
ritual procedures are followed. Be certain open ritual ceremonies are
conducted in an appropriate manner and at the appropriate time during
recruitment. Be certain new member ritual ceremonies are conducted in an
appropriate manner and at the appropriate time. Be certain closed ritual
ceremonies are conducted in an appropriate manner and at the appropriate
time.
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 relatdf] to se
chapter, campus and community and Fraternity.
Emphasize the commitment to achieve excellence and aim 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 when needed.

ensuring effective and efficient chapter operations.

fostering an environment of mutual respect and understanding.
Oversee and ensure that all Chapter Excellence event verification forms
have been submitted for activities held and attended by the chapter.
Ensure that all chapter recognition, acknowledgements and awards are
noted in the Chapter Excellence portfolio.

Chapter Policies and Programs
Interpret and enforce the local constitution, bylaws and policies with the
help of the archon. Conduct an annual review of the local constitution,
bylaws and policies.
Oversee the chapter constitution and revisions committee.
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Work with the sister development chair to conduct an overview of the
international and local constitution, bylaws and policies with the new
members.

Demonstrate knowledge of local chapter history.

Demonstrate knowledge of chapter report compliance and enforcement of
timely report compliance.

Follow and implement the chapter Fraternity education program. If the
chapter does not utilize or have a Fraternity education program in place, it
is the responsibility of the vice archon to create and implement this
program.

Work with the sister development chair to ensure that Fraternity education
is incorporated into the Reflections program.

Work with the sister development chair to conduct an annual Fraternity
education review with the chapter and submit the Fraternity education event
verification form.

Plan and conduct an annual ritual workshop for the chapter.

Work with the tribune to maintain the chapter calendar based on dates and
events received from executive board and executive council members.
Oversee the chapter calendar with the membership recruitment chair, siste
development chair and tribune to ensure that recruitment is scheduled and
to be certain that programming covers each core value during the
orientation program and that core values programming is emphasized
throughout the year.

Financial Issues
Demonstrate knowledge of finances and chapter budget.
Participate in monthly finance committee meetings.

Judicial Procedures
Be familiar with parliamentary procedures.
Be familiar with the chapter judicial policy/procedures.
Be familiar with the three-step process.
Serve on the judicial board as an ex-officio member (with voice, but no
vote) to be certain that the international and local constitution, bylaws and
policies are carried out.

Campus Regulations
Demonstrate knowledge of campus rules and regulations.
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Chapter Responsibilities

Chapter
- Always have the chapter’s best interest at heart.

Provide help, reassurance and positive feedback to chapter members.

Understand the chapter’s strengths and areas that need improvement.

Be consistent and remain neutral, open and honest.

File all reports for your position, as indicated by the collegiate calendar,
and submit timely reports to the scribe.

Executive Council

Oversee executive council and committee chairman goal setting.

Ensure effective executive council transition and training.

Understand and demonstrate knowledge of all executive council positions
and responsibilities.

Ensure that all executive council members fulfill their responsibilities
throughout their term in office.

Ensure that the scholarship, philanthropy, and multiculturalism and
diversity committees plan activities during the new member orientation
period to demonstrate the Fraternity’s core values.

Role at Meetings

Executive Board Meetings

Preside as chairman at all executive board meetings. These meetings
should be held within 24 hours of the weekly chapter meeting at a
consistent and convenient time for ALL members to attend.

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

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

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

Chapter Meetings

Perform the archon’s responsibilities if the archon is unable to preside at
the chapter meeting.
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Prepare and conduct Fraternity education during each chapter meeting as
well as an annual Phi Sigma Sigma Fraternity education examination.
Prepare the ritual procedures.

Ensure that the chapter is holding at least two ritual meetings per month
and that voting is ONLY done at ritual meetings. (Other ritual ceremonies
that may be held do not take the place of a ritual meeting.)

Be certain to include new members in all chapter meetings and work with
the sister development chair to be certain that they are not present at ritual
meetings during the opening and closing prayer until they are dually
initiated members.

Executive Council Meetings

- Supervise chapter chairmen and committees.
Preside as the chairman at all executive council meetings. These meeting
should be held at a minimum once per month. However, it is more
effective and in the best interest of the chapter to hold the meeting weekly
or biweekly.
Prepare committee assignments.
Oversee committee reports, Chapter Excellence event verification, forms
attendance forms, officer/committee notebooks, etc. for maintenance of
updated records and to be certain that officers/chairmen are aware of all
documentation they need to have and retain.
Ensure committees are meeting regularly, preferably on a weekly basis

Chain of Command

If any questions or concerns arise, the chapter’s primary contact persam chgpter
key advisor. If it is an issue more specific in nature, you can contact ¢hamntl
member of your chapter advisory board (if applicable).

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 orde
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Additional Resources

Below is a list of additional resources that will help to contribute to your ssioes
being a great vice archon:

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
Vision and Reflections manual

Chapter Excellence manual

Ritual book

Robert’s Rules of Order Newly Revised
Collegiate calendar

Chapter budget

Panhellenic Council constitution and bylaws
NPC Manual of Information

Documented campus rules and guidelines

Resource Library Reference Guides for Executive Council

Alumnae Chairman

Alumnae Newsletter

Alumnae Program and Events

Alumnae Involvement
Chapter Excellence Chairman

Chapter Excellence Guidelines

Event Verification Forms
Fundraising Chairman

Fundraising

How to Have a Successful Fundraiser
Multiculturalism & Diversity Chairman

Planning Multiculturalism & Diversity Events
Parents’ Relations Chairman

Parents Day

Parents Club - Newsletter
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www.phisigmasigma.org

Public Relations Chairman
Press Releases
Public Relations
Publicizing Recruitment
Philanthropy Chairman
Philanthropic Activities
Rock-A-Thon
Risk Management Chairman
Risk Management
Risk Management Issues
Risk Management at Social Events
Accident Investigation
Chapter’'s Responsibility for Risk Management
Conflict Management and Resolution
Dealing with a Crisis
Scholarship Chairman
Excelling Academically
Scholarship Program
Scholarship Improvement Program
Mentor Program
Time Management
Faculty Advisor
Sisterhood-Spirit Chairman
Sisterhood Activities
Awards
Benefits of Sisterhood
Song Book
Social Chairman
Planning Social Events
Additional resources guides
Committees
Officer Training
Officer Transition
Planning Events
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