1. President
A. Shall have overall responsibility for the operation of the PHC, its programs, and officers.
B. Call and preside at all regular and special meetings of the University of Idaho Panhellenic Association.
C. Shall preside at all meetings of the Panhellenic Executive Board and Panhellenic Council and preside at its special meetings.
D. Review, approve and sign all Panhellenic Association checks and contracts involving the University of Idaho Panhellenic Association (if provided for in Article X, Finance). 
E. Shall report as required to the National Panhellenic Conference Area Advisor.
F. Maintain a complete and up-to-date president’s file, which will include a copy of the current University of Idaho Panhellenic Association bylaws and standing rules; the current Panhellenic Association budget; the current NPC Manual of Information and related materials, current correspondence and materials received from the NPC area advisor; copies of the College Panhellenic reports to the area advisor and other pertinent materials.
G. Shall officially represent Panhellenic as campus functions, on campus committees and in the community. 
H. Shall aide in the planning of Greek Retreat on leaving her position.
I. Shall review, approve, and sign as necessary all contracts involving the Panhellenic Council.
J. Shall plan and conduct formal installations of officers.
K. Shall hold and chair the elections of PHC officers for the following year.
L. Shall meet with the Greek Advisors on a weekly basis to plan and implement all aspects of Panhellenic Council and Greek Life.
M. Shall meet with Chapter Presidents twice a semester
N. Shall work with the VP Operations and Greek Advisor update the Panhellenic Council budget every year.
O. Shall help in the interview process of Recruitment counselors for Formal Fall Recruitment.
P. Shall attend all PHC Executive Board and Delegate Meetings.
Q. Shall maintain three to four office hours within the Dean of Students Office per week.
R. Shall reside in the residence halls during Formal Fall Recruitment.
S. Shall meet monthly with other Greek Council Presidents. 
T. Shall attend monthly House Director luncheons.
U. Shall keep a record of activities and duties for succeeding officer.
V. Shall be an active member of the PHC by attending PHC events, supporting other PHC officers and abiding by the PHC Standards of Ethical Conduct.

2. VP of Internal Affairs
A. Shall perform the duties of the President in her absence, inability to serve or at her call. 
a. In case of vacancy in the Presidency, the VP Internal Affairs shall complete the former President’s term of office and shall be eligible to run for the office of President for the following term.  The election of a new VP Internal Affairs shall be filled in accordance with the “Vacancy” procedures described above.
B. Shall plan and schedule Panhellenic Meetings for the year.
C. Shall serve as chair of Panhellenic Judicial Board.
D. Shall submit the NPC Reports, Bylaws, and rules of the Panhellenic Council to NPC.
E. Shall coordinate duties of the Executive Board and special offices. Shall maintain National Panhellenic Council and local Panhellenic Code of Conduct among members of the Panhellenic Council.
F. Shall conduct a training session for all judicial board members regarding policies and procedures.
G. Shall address any Panhellenic Bylaw and/or Standing Rule violation during her term.
H. Shall help the PHC President organize the officer transition between the incoming and outgoing councils, the new officer retreat, and anything else associated with the new officers’ transition.
I. Shall serve as parliamentarian for all meetings.
J. Shall coordinate the implementation and completion of the Panhellenic Council officer training, evaluation, goal setting, reports and program development as outlined in the job descriptions, bylaws and council goals.
K. Shall be the main liaison with the ASUI representative
L. Shall serve as coordinator of the Junior Panhellenic Council.
M. Shall create and/or assist with the facilitation of the Junior Panhellenic Philanthropy per semester. 
N. Shall maintain three to four office hours within the Dean of Students Office per week.
O. Shall reside in the residence halls during Formal Fall Recruitment.
P. Shall keep a record of activities and duties for the succeeding officer.
Q. Shall maintain a complete and current file of NPC Reports, and bylaws, and rules of Panhellenic Council.
R. Shall keep Council members informed of time and place of meetings.
S. Shall keep an up-to-date roster of members of Panhellenic Council, Panhellenic Delegates, IFC members, and Male/Female chapter presidents. This roster shall include names, address, phone number and e-mail address.
T. Shall be responsible for maintaining the Greek President’s Phone Directory.
U. Shall maintain a complete and up-to-date file, which will include the minutes of meetings as well as all current correspondence.
V. Shall attend all PHC Executive Board and Delegate meetings.
W. Shall record only those delegates at roll call who have been officially designated by their chapters as delegates to the Council, unless authorized by the President to make an exception.
X. Shall maintain and distribute meeting minutes to the Panhellenic Council Executive Board Officers, Greek Advisors, women’s fraternity/sorority delegates, and NPC Area Advisor. 
Y. Shall assist the IFC Greek Relations officer in organizing and producing the Greek events calendar (social, community service, etc.).
Z. Shall be familiar with the NPC Manual of Information and all governing documents of this association.
AA. Shall be an active member of the PHC by attending PHC events, supporting other PHC officers and abiding by the PHC Standards of Ethical Conduct.

3. VP Programming
A. Shall assume responsibility for Panhellenic scholarships and philanthropies as well as be responsible for all matters pertaining to the promotion of superior scholarship as basic to intellectual achievement.
1. It shall be mandatory for both Fraternities and Sororities to turn in Philanthropy forms.
2. Shall keep an up-to-date calendar of Philanthropies (which may include campus activities and other important academic dates)
B. Shall work with the leadership council of the Greek honor societies to promote scholarship in the Greek system, to sponsor leadership conferences, faculty appreciation, and other appropriate events.
C. Shall create and/or update a scholarship handbook to be distributed once a semester.
D. Shall meet with the chapter scholarship chairs once a semester for the purpose of improving and promoting chapter scholarship programs. 
E. Shall provide educational materials and resources to chapter philanthropy chairs concerning philanthropy policy and PHC sponsored philanthropies.
F. Shall organize a Greek Values Week speaker following the conclusion of Formal Fall Recruitment.
G. Shall coordinate speakers pertaining to social issues education.
H. Shall serve as coordinator to organize events, functions and programs for Panhellenic Women and to encourage chapter members to be active in these events.
J.    Shall be responsible for working with campus organizations to co-sponsor educational speakers on the following issues including, but not limited to:
1. Sexual assault Prevention/ Awareness
2. Alcohol Awareness
3. Sexual orientation/gender
4. Diversity
5. Personal and Health awareness
		6. Nutrition
		7. Academics
		8. Sustainability 
K. Shall educate and program one event per semester on issues relevant to Panhellenic women and work in conjunction with IFC programming chair to sponsor one program per term designed for both fraternity/sorority women and men aimed at offering ideas and support to IFC men when planning programs.
L. Shall maintain a database of current programming resources available for all Greek Community to access. 
M. Shall be an active member of the PHC by attending PHC events, supporting other PHC officers and abiding by the PHC Standards of Ethical Conduct.
N. Shall attend all PHC Executive Board and Delegate meetings.
O. Shall maintain three to four offices hours in the Dean of Students Office per week. 
P. Shall reside in the residence halls during Formal Recruitment.
Q. Shall keep a record of activities and duties for succeeding officer.

4. VP Membership Recruitment
A. Shall design and implement a Recruitment program for the school year. The program shall include planning all formal Recruitment activities, the recruitment and training of an Assistant Membership Recruitment and Recruitment chair education.
B. Shall have served as Assistant Membership Recruitment for Panhellenic Council for the preceding year and will advance to VP Membership Recruitment without election.
a. In the event that Assistant Membership Recruitment is not able to advance to the office of VP Membership Recruitment, the office will be subject to open election.
C. Shall train the Assistant Membership Recruitment for office.
D. Shall coordinate the selection and training of Panhellenic Council and Recruitment Counselors for duties during Recruitment Week.
E. Shall serve as head of Panhellenic Council and Recruitment Counselors during Formal Fall Recruitment.  
F. Shall maintain constant communication with alumnae advisors, collegiate Recruitment chairs and Recruitment counselors.
G. Shall chair regular Recruitment meetings for chapter Recruitment chairs and advisors for education on Recruitment etiquette, recruitment, and rules.
H. Shall meet weekly and work closely with the Greek Advisor and Assistant Membership Recruitment Chair.
I. Shall plan and prepare for printing and the distribution of information concerning Panhellenic Recruitment.
J. Shall attend all PHC Executive Board and Delegate meetings.
K. Shall reside in the residence halls during Formal Fall Recruitment.
L. Shall keep a record of activities and duties for succeeding officer.
M. Shall be an active member of the PHC by attending PHC events, supporting other PHC officers and abiding by the PHC Standards of Ethical Conduct.
N. Shall maintain three to four office hours in the Dean of Students Office per week.

5. Assistant Vice President of Membership Recruitment

A. In case of a vacancy in the office of VP Membership Recruitment, the Assistant Vice President of Membership Recruitment shall complete the former VP Membership Recruitment’s term of office and shall then be eligible to serve a complete term of office the following year.  The election of a new Assistant Membership recruitment shall be filled in accordance with the “Vacancy” procedures described above.
a. A member affiliated with the same NPC fraternity as Assistant Membership Recruitment about to advance to VP Membership Recruitment shall not participate in the Assistant Membership Recruitment election.
B. Serve as a liaison between Panhellenic Council and New Student Services to coordinate daily house tours and the placement of overnight guests.
C. Shall serve as a liaison to all university recruitment meetings, including but not limited to: Vandal Friday and university-wide marketing.
D. Shall coordinate with New Student Services’ Greek volunteers for Vandal Friday.
E. Shall assist in coordinating the selection and training of Recruitment counselors.
F. Shall meet weekly and work closely with the Panhellenic Council VP Membership Recruitment and the Greek Advisor(s).
G. Shall assist in supervising formal Recruitment.
H. Shall plan and coordinate the Panhellenic New Member Ceremony.
I. Shall survey the new members regarding their Recruitment experience.
J. Shall attend all Panhellenic Council Executive Board and Delegate meetings.
O. Shall reside in the residence halls during Formal Fall Recruitment.
P. Shall keep a record of activities and duties for succeeding officer.
Q. Shall be an active member of the PHC by attending PHC events, supporting other PHC officers and abiding by the PHC Standards of Ethical Conduct.
R. Shall maintain three to four hours in the Dean of Students Office per week.

6. VP Public Relations
A. Shall be in charge of all publicity of the Panhellenic Council and activities in which it participates.
B. Shall plan and prepare for printing and distribution of information concerning all Panhellenic publications.
C. Shall supervise publicity to the news media.
D. Shall supervise the design and posting of Gold Rush online at least twice a semester with at least one issue posted jointly with the IFC Public Relations Chair.
E. Shall take pictures at events in which the women of Panhellenic participate for publications and a photo history. Selected photos will be posted onto any other social media site that bares the University of Idaho name. 
F. Shall update and maintain the University of Idaho Panhellenic Facebook page with posts containing Panhellenic events, Panhellenic spirit, and Panhellenic philanthropies to keep Panhellenic members informed and involved in University of Idaho's community.
G. Shall participate in the selection of the Greek Week Committee and serve as coordinator and oversee of committee to organize Greek Week events; shall do so in collaboration with the IFC Greek Relations Chair.
H. Shall assist in promoting, designing, and distribution of merchandise for any Panhellenic Council event.
I. Shall keep communication open between IFC and Panhellenic Council by attending all IFC meetings and giving a Panhellenic report.
J. Shall oversee the design of all PHC apparel, including merchandise for Greek Week, Greek Retreat, etc.
K. Shall attend all Panhellenic Council Executive Board and Delegate meetings.
L. Shall reside in the residence halls during Formal Fall Recruitment.
M. Shall keep a record of activities and duties for succeeding officer.
N. Shall plan a news release to let the community know about positive contributions made by the PHC community.
O. Shall meet once a month with chapter website chairs and PR chairs.
P. Shall be an active member of the PHC by attending PHC events, supporting other PHC officers and abiding by the PHC Standards of Ethical Conduct. 
Q. Shall maintain three to four office hours in the Dean of Students Office per week.
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7. VP Finance 
A. Shall monitor the time, number of agencies served, and money received by each chapter on a monthly basis. 
B. Shall manage the finances of the Panhellenic Council.
C. Shall maintain up-to-date financial records of the council.
D. Shall be responsible for the prompt payment of all bills of the council.
E. Shall work with each officer on the council to establish a program budget and monitor council spending throughout the year. 
F. Shall attend all PHC Executive Board and Delegate meetings.
G. Shall reside in the residence halls during Formal Fall Recruitment.
H. Shall keep a record of activities and duties for succeeding officer.
I. Shall be an active member of the PHC by attending PHC events, supporting other PHC officers and abiding by the PHC Standards of Ethical Conduct.
J. Shall maintain three to four office hours in the Dean of Students Office per week. 



