
March 21, 2016 [R-SPACE EXECUTIVE BOARD POSITION DESCRIPTIONS] 

 

President: (internal applications only) This position is the head of the organization and focuses 
on developing semester goals, planning future budgets, facilitating peer evaluations, the 
selection process and plans and facilities weekly executive board meetings and general body 
meetings. 
Vice-President of Recruitment and Community Development: develops community between 
the executive board and the general body of R-SPaCE through teambuilding exercises and social 
activities; also plans training activities for the executive board, such as spring retreat and 
semester training opportunities. This position also helps recruit new students to the 
organization by attending other organization meetings, hosting information tables and planning 
activities for club fair. 
Director of Operations: This position assists in keeping R-SPaCE organized by taking minutes at 
meetings, tracking executive board office hours as well as creates agenda so that meetings run 
smoothly. This position organizes the office space; orders needed supplies, maintain office 
equipment and generally keeps the office running in a smooth and orderly fashion. 
Director of Public Relations: This position is responsible for designing posters and promotional 
materials for R-SPaCE. This position oversees development for the website and all our social 
media. This position also creates marketing plans and activities such as poster design contests, 
ticket giveaways, and information tables. 
Director of Cinema: This event planning position involves creating and developing the weekly 
movies that are shown in the Bonnie during each semester. This includes: blockbuster movies, 
theme weekends (i.e. Disney movie marathon, Black History Month, Women’s history month). 
The director also plans and implements Movie on the Lawn and other cinema themed events.  
Director of Concerts: This event planning position implements 2-3 major concerts each year. 
This includes booking national recording artists to perform on campus. The director is 
responsible for choosing artists that are representative of the campus community and would 
attract a wide variety of interest from our student body. 
Director of Educational and Multicultural Events: This event planning position is responsible 
for implementing exciting and informative events that would appeal to a wide array of 
students. Typically this includes 1-2 nationally recognized speakers interspersed with other 
events throughout the year. Past event topics have included: LGBT issues, self- esteem/self-
disclosure, film-making/documentary, alcohol awareness, domestic violence.  
Director of Late Nights: This event planning position is responsible for implementing one late 
night event per month to provide weekend event opportunities for the campus community. 
These events have included game shows, inflatable games (bouncy boxing, mechanical bull, 
etc.), DJs, bands, crafts and always food! 
Director of Novelties: This event planning position is responsible for implementing make-and-
take craft events for students on a bi-monthly basis. Activities have included: make your own 
street signs, tie-dye t-shirts, photo water bottles, and build-a-bear.  
Director of Performance: This event planning position is responsible for implementing small 
bands and artists on the Bonnie Café Stage or Bonnie Auditorium. Performance acts have 
included: magicians, jugglers, acoustic acts, open mic nights, comedians, steel drums and much 
more!  
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Besides the job duties assigned to each position, all members have expectations they must 
fulfill to serve as an executive member. Examples include:  
 

 Attend weekly executive meetings  

 Attend weekly general body meetings  

 Attend all events as determined by the Board 

 Hold a minimum of 5 office hours depending on position (President-12, Vice 
President-8 Public Relations - 8)  

 Meet with executive board members when necessary 

 Maintain a positive attitude 

 Actively participate at all events and meetings!  

 Remember that this position is a 10-15 hour time commitment 

 Attend all mandatory trainings, retreats, etc.  
 
What do you gain from this experience? 

 Event planning skills 

 Teamwork 

 Communication 

 Diversity awareness 

 Time management 

 Leadership skills 

 Managing teams and team members 

 Customer service 

 Accuracy 

 Attention to detail 

 Organization 

 The ability to prioritize 

 Adaptability to change  
 You will gain skills that will set you apart from other job applicants! 
 
How do you apply? 

 Sign into RU involved 

 Go to R-SPaCE  

 Forms are on the right hand side of the page 

 Fill out online application- don’t forget to submit a resume and get a reference 
completed!  

 
Executive Board applications are due: Monday, March 28, 2016 

 
 
 


