Maine-Endwell High School Band Officers

The President

Is largely responsible for the successes and failures of the MEHS Bands …

· Serves as the Student Representative of the entire Band population

· Meets with the Band Director regularly regarding all facets of the program, and assists in creating an agenda for Band Officers’ Council meetings

· Conducts all meetings of the Band Council and sees that Band Council meetings are held regularly

· Helps the Director in creating committees for concerts, trips, social events, etc.

· Promotes Band activities – social, educational, performance, excursions, etc.

· Reports to the Director any problems within, or suggestions to improve, the Band program

· Coordinates Band Officers and Band Council members, and oversees the workings of all Band Council subcommittees

· With the Drum Major, coordinates the collective work of all Section Leaders. 

The Vice-President

With the President, upholds the highest traditions and spirit of the Maine-Endwell Bands …

· Assumes all duties of the President whenever necessary, including presiding at meetings

· With the Director, manages the seating arrangements and Balance of all Band groups; coordinates scheduling & details for Challenge auditions

· Is the Student Manager for the entire Inventory (instrument assignments, repair trips, loaning & borrowing, etc.)

· Organizes the process for all elections (Offices, awards, etc.) and auditions (seating, Drum Major, etc.) 

· Assists Band President wherever possible

· Secures people to fill committee vacancies

· Serves as the general Chairperson and Bus Captain on all trips

· Helps to coordinate Band Officers and Band Council members, and oversees the workings of the Band Council’s Librarians & Equipment Managers (including Stage Crew).

The Secretary

Is responsible for the many clerical tasks …

· Collects students’ forms, schedules, permission slips, etc.

· Types and/or collates NYSSMA, All-County and other festival forms

· Records Attendance during daily classes* and at other rehearsals, performances and events (*Appoints an Alternate for this job when necessary)

· Assists with the design & implementation of Contact Groups for the bands (from text-alerts to Facebook & more)
· Assists with the daily Music Lab passes

· Coordinates Lesson attendance, make-up scheduling, etc.

· Assists with bulk mailings and phoning campaigns  (with the Public Relations Director)

· Oversees the maintenance of the Library & filing duties

· Coordinates the manager(s) of the Bands’ “Merit Program”

· Coordinates the various members of the Band Council’s Secretarial staff

The Treasurer

Is responsible for the many financial features of the MEHS Bands …

· Collects money from students during Fund Raisers

· Keeps detailed and accurate financial records

· Manages the in-school account in co-operation with the HS Office Treasurer:

1. keeps the accounting record (“the books”)

2. makes deposits / withdrawals, and draws checks to pay bills

· Works closely with the Music Boosters’ Treasurer for collections, deposits, reimbursements, withdrawals, etc.

· Manages the in-school reeds & equipment sales, and collects money for students’ purchases  (WE NEED TO RE-DESIGN THIS TASK TO IMPROVE IT)
· Manages the in-school petty-cash flow

· Coordinates members of the Band Council’s Treasury staff

The Public Relations Director

Is responsible for all publicity features of the MEHS Bands …

· Organizes Publicity (news releases, mailings, posters, etc.)

· Oversees the preparation of Band materials for:

1. The Maine-Endwell Reporter (District-wide newsletter)

2. The Spartan Spirit (school newspaper)

3. The HS Newsletter (sent from the Main Office)

4. The Yearbook

5. Facebook / webpage / etc.
6. Lobby & Cafeteria TV display material (goes to Mr. Pavlovich)
· Assists with bulk mailings and phoning campaigns (with the Secretary)

· Funnels materials regularly to the appropriate Web pages

· Works on Posters, Flyers, Advertisements, etc.

· Assists with the design and preparation of printed Programs for Concerts

· Works carefully with the MECSD Public Relations Director (Mrs. Brenda Potsko)

· Keeps Bands’ scrapbook as a record of the Bands’ activities, scores, trips, etc.

· Arranges for updates of the showcase, bulletin boards, chalkboards, etc.

· Coordinates members of the Band Council’s Public Relations staff

The Leadership Director

Is responsible for coordinating Mentors, Section Leaders and other internal role models for the MEHS Bands …

· Trains, guides and schedules the Mentors

· Meets with Mentors regularly to discuss the progress & needs of the students they’ve seen

· Keeps documentation of Mentors’ work (this year’s role will include preparing a Mentors’ Handbook)

· Oversees a group of students who will help prepare & organize the Band’s materials for:

· Mentoring Sessions

· Seating auditions within our school
· Auditions for external groups (i.e. Binghamton Youth Symphony, All-County groups, Teen Jazz Project, summer programs and more)

· The MEHS P.A.C.E. Program
· Assistance at the other buildings and with younger students

· Your ideas for this new position?

· Through frequent communication with the Section Leaders, the Leadership Director helps to coordinate all musical improvement and skill-development throughout the Band program

The Drum Major

Aside from his / her regular duties with the Marching aspects of the program …

· Serves as Student Conductor and Rehearsal Assistant …

1. whenever needed by the Director

2. on days when a non-music Substitute is hired

3. when a group is split up in Sectional Rehearsals

· Assists with tutoring individuals, teaching music, helping younger students, etc.

· Serves as a Teaching Assistant when necessary

· Displays the highest-quality student leadership

· Assists (the Director & V-P) with seating auditions, balance issues, and challenges

· With the President & Leadership Director to coordinates the work of Section Leaders in the Band program

Maine-Endwell High School Bands’ 

COUNCIL


The Maine-Endwell High School Band Council is comprised of the Band Officers with additional class representatives.  The Council meets monthly (as a minimum) to discuss projects, problems, performances and all other aspects of the Band Program.  The Council, under the leadership of the Band Officers, is responsible for maintaining band ‘esprit de corps’ in addition to the many tasks which are coordinated by the Officers.

Important subcommittees within the Band Council could include:

Secretarial Staff – Reports directly to the Band’s Secretary

Library Staff – Reports directly to the Band’s Vice-President 

Treasury Staff – Reports directly to the Band’s Treasurer

Public Relations Staff – Reports directly to the Band’s Public Relations Director

Equipment Management & Stage Crew Staff – Reports directly to the Band Vice-President

Section Leaders – Report directly to the Leadership Director (coordinate with Pres. & Drum Major)

Mentors* – Report directly to the Leadership Director 


*Mentors are selected by Mr. Linaberry.  They will almost always be upperclassmen (grades 10-12) who have registered for the course for Honors credit, and they will almost always be tasked with working with younger students.  For instance, it will be fairly rare for a sophomore Mentor to tutor a trainee/protégé/understudy who is a junior or senior; however, the age-difference will be appropriate when the trainee has very specific needs that can be met by the younger Mentor.  
NEW Items to add ~ Which Officer(s) should take these?  Or, should these tasks be delegated out to Section Leaders or other students, and which Officer(s) will “oversee”?
· Facility monitor(s) – Check doors, practice rooms, the Auditorium, etc.  Watch for security, condition, misuse, or misbehaviors, and … ?

· Inventory – This should be addressed better.  I’ll explain, but I’m open to suggestions.
· Rosters – List names of all Band members who are also on Teams or in Clubs.  For instance, there will be a list of band members for Football (V & JV), Field Hockey (V/JV), Science Olympiad, Mock Trial, Cheerleaders, etc., etc. and each list should include the names of the coach/advisor.  The purpose is to look ahead for students, to alleviate stressful schedule-conflicts.
· Web Page - Check it occasionally and alert me about what needs to be changed

· Curriculum – We’re entering into a new district-wide Grading Policy, and I want our version to be fair and accurate, while also not penalizing students.  I need for a smart person to help oversee how things are going; and/or maybe we need a committee so we can all brainstorm needs together.  I’ll explain.  
· Daily - Powerpoint set-up; daily hand-outs; mailbox; If needed, assist Substitutes
· Emergency Management – Probably we should add that all Officers get training & information so you’ll be comfortable knowing you have a well-defined role in the event of some types of emergencies.

To fit into a Job description:

· Set up a ledger for cash, incl. reed-payments but also Donations (Treas)

· Prepare donation collection bins/boxes at events (Treas)

· Remind.com (Mr. L and who else?)

· Awards … will need someone, incl. an adult volunteer, to organize/print/assemble award certificates, label NYSSMA Medals, deliver & pick-up engraving, and perhaps some artistic design. 

· Create Google Docs (a current example: Summer & Pep Band attendance, where students can type their names in as they arrive, and the list is created & saved automatically).
· More Technology advancements … i.e. work with Mrs. Potsko to get “Band” access to the website Twitter feed so all new info goes out to the public.  Also, someone to monitor newly-created Tech options & apps ~ what would help us?
· Set up a spot on Google Drive (or OneDrive, maybe?) for us to share all important documents, then train all other Officers how to use it, including sending the invitation, or whatever other method is used to attach people to the Drive.  Examples: Concert Programs, Personnel Rosters, research projects (i.e. “here’s what I discovered while searching for the best date for MIOSM in the Mall”), 
· Look back through here … who is most responsible for the Inventory?  I’ll need more help with that; Maybe someone does a monthly check-up on the whereabouts of all school-owned equipment? (ESPECIALLY after major events, including the Holiday Assembly)  Also, I’d like to add a ‘check-out’ card in each locker (TBD).  

· Website “monitor” – someone to look at all my website pages periodically, and alert me when information is outdated and/or missing
· Carpool liaison – Someone to help people who need rides to & from events.  This might entail just creating a list of people who are willing to offer rides, and then match that list to people to need the rides.
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