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Friday October 3, 2003

Faculty & Staff Report: Preliminary Preparations: Officer Roster and Duties
Here is an Explanation of Club Officers and their respectful duties:

1. Student President: James (Xu) Zhang (Senior)
He or she delegates tasks and assists in all areas of the organization. The Student President oversees classes, activities, and events; the Student President finalizes group decisions—and should be considerate of the club's public image. This is a permanent year-long position.
2. Vice President: Janet He (Junior)

The Vice President directs the functions of all subsequent officers; he or she should be able to replace the Student President during his or her absence. The Vice President should be a skilled, eloquent, and tactful administrator. This is a permanent year-long position.
3. Secretary: Connie Ho I Lio (Senior)

The Secretary keeps track of important dates, club functions, the club roster list—and takes attendance during classes. The Secretary dictates and directs all officer meetings according to the supplemental agenda. He or she is recommended to take well-managed notes.
4. Treasurer: Steven Yee (Senior)

The Treasurer files financial records—handles any transactions which need reimbursement. He or she is to advise the group of any financial issues. The Treasurer is the vertebrae of the transfer of information. He is she is expected to print, label, and distribute notification slips to every member's homeroom; he or she is expected to provide the lesson plans distributed, tutorials (if any), and bulletins.
5. Public Relations: Chris Tam (Senior)

PR is responsible for the overall presentation of Photoshop Art & Design through the art of advertising—Public Relations manages flyers, handouts, bulletins (occasionally), and works closely with the distribution manager. PR brings ideas back to the club's drawing table, listens to the general members' consensus, and is recommended to have practiced oral and writing skills.
6. Class Instructors: James Zhang (Senior), Henry Wu (Senior), Norman Lam (Junior)
Class Instruction is the groundwork of Photoshop Art & Design. Organization, patience, and dedication are a must for presiding over classes. Instructors should be serious in their work—and are evaluated on the quality of their instruction. Prewritten lesson plans are required. If necessary, Instructors are rotated on a weekly basis.
7. Class Supervisors: Ada Hoieng Lio (Freshman), Steven Hu (Junior)
Due to the high volume of participating members, order and stability is to be implemented at every meeting. This club is a class, first and foremost. Class Supervisors have an area assigned to observe students' progress, the quality of instruction, to assist in the lesson, and overall—to make sure there will be no, game-playing, instant messaging, emailing, or any counterproductive work. 
8. Activities Coordinator: Philson Ong (Senior)

The Activities Coordinator works closely with the Faculty Advisor and/or Secondary Faculty Advisor to reserve computer rooms, meeting rooms, and to find new ideas in accordance to the well-being of the club and its members. The Activities Coordinator oversees the preparation of events—such as showcases and fundraisers—and provides the negative, positive, and the general consensus of the club's members.
