Actuarial Science Club Officers

President

Vice President

Student Relations Chair

Treasurer

Membership Chair

Webmaster

Corporate Liaison

Alumni Liaison

THON Chair

Junior Liaisons (2) – Elected in fall

*Please note that all officers are expected to be committed to Penn State’s Actuarial Program and to have a solid understanding of the actuarial profession and exam process.  Additionally, they must disclose whether they will be graduating in December or May of their senior year.

President
Responsibilities:

· Organize club officer meetings

· Serve as main contact for club members

· Serve as main contact for club adviser

· Organize and run officer elections

· Assist in preparation of the annual career fair

· Assist in organization of company information sessions, resume/interview workshops, exam study sessions, and social events

· Represent the club at special events such as the Smeal Involvement Fair and Smeal Big Event
Time Commitment:
This position typically requires a minimum of two hours per week throughout the course of the year, with a maximum of ten hours per week during peak times (usually from late-August to mid-September in preparation of the career fair, company information sessions, and planning for the academic year).

Skills Required:

· At least one passed actuarial exam passed by the time of the elections
· Developed communication skills

· Strong teamwork skills

· Thorough knowledge of the actuarial profession and exam process

Vice President

Responsibilities:

· Assist the club president as requested

· Attend all club officer meetings

· Manage club communications through listserv (i.e. adding students to listserv, informing students of upcoming events and important announcements)

· Track attendance for information sessions and other events

· Assist in organizing and running officer elections

· Assist in preparation of the annual career fair

· Represent the club at special events such as the Smeal Involvement Fair and Smeal Big Event

Time Commitment:

While the position requires more time in the fall semester than the spring semester, the maximum time commitment is typically no more than two hours every week.  The workload is very dependent on which responsibilities are delegated to the vice president by the president.

Skills Required:

· At least one passed actuarial exam by the time of the elections
· Developed communication skills

· Strong teamwork skills

· Thorough knowledge of the actuarial profession and exam process

Student Relations Chair
Responsibilities:

· Attend all club officer meetings

· Attend monthly Smeal Business Roundtable Meetings

· Manage the Mentorship Program

· Receive guidance from the president for the program

· Designate matches between juniors and seniors

· Add any interested sophomores upon request

· Hold meet and greet events for mentor/mentee pairs
Time Commitment:
This position typically requires a minimum of one hour every other week throughout the course of the year, with a maximum of five hours per week during peak times (usually from late-August to mid-September in preparation of the career fair, company information sessions, and planning for the academic year).

Skills Required:

· At least one passed actuarial exam by the time of elections
· Developed communication skills

· Strong teamwork skills

· Thorough knowledge of the actuarial profession and exam process

Treasurer

Responsibilities:

· Assist the club president as requested

· Attend all club officer meetings

· Oversee club finances and pay for club expenses

· Collect club dues prior to career fair

· Assist in preparation for the annual career fair

Time Commitment:

This position requires more time in the fall semester than in the spring semester.  The maximum time commitment is typically no more than one hour every other week.  

Skills Required:

· Developed communication skills

· Strong teamwork skills

· Thorough knowledge of the actuarial profession and exam process

Membership Chair

Responsibilities:

· Create monthly newsletters to be sent out on the club and alumni listservs
· Assist the club president as requested

· Attend all club officer meetings

· Assist in preparation for the annual career fair

· Plan and organize social events for all club members

Time Commitment:

This position requires more time in the fall semester than in the spring semester.  Not including the time it takes to create newsletters, the maximum time commitment is typically no more than one hour every other week.  

Skills Required:

· Developed communication skills

· Strong teamwork skills

· Thorough knowledge of the actuarial profession and exam process

Webmaster

Responsibilities:

· Attend all club officer meetings

· Continually maintain, update, and improve the website

· Assist in preparation for the annual career fair

Time Commitment:
This position typically requires about an hour per week throughout the course of the year, with maybe one or two more hours during peak times.  Time is spent reading and responding to e-mails and updating the website.  One or two more hours may be required from late-August to October when students submit their resumes for the resume book, information sessions are scheduled, and other events must be posted on the website.  If necessary, additional time may be required to redesign the website.

Skills Required:

· Ability to use the Penn State Portal to update the web content
· Dedication to responding to all web requests within 24 hours
· Developed communication skills
· Strong teamwork skills
· Thorough knowledge of the actuarial profession and exam process

Corporate Liaison

Responsibilities:

· Attend all club officer meetings

· Lead the organization of the Actuarial Science Career Fair (most important duty)
· Maintain relationships with actuarial firms that recruit on campus

· Organize any information sessions that companies request

· Maintain master list of company recruiters and contacts

Time Commitment:
This position typically requires a minimum of one hour per week throughout the course of the year, with a maximum of twenty hours per week during the planning of the career fair and information sessions.

Skills Required:

· At least one passed actuarial exam by the time of elections

· Developed communication skills 
· Strong teamwork skills
· Thorough knowledge of the actuarial profession and exam process

Alumni Liaison

Responsibilities:

· Attend all club officer meetings

· Develop and maintain a master list of alumni contacts at actuarial firms via the alumni database

· Plan and run the alumni tailgate during the weekend of the advisory board meeting

· Assist in preparation for the annual career fair

· Plan and organize the Speaker Series during the spring semester, which features Penn State actuarial alumni and other distinguished actuaries

Time Commitment:
This position typically requires a minimum of one hour per week throughout the course of the year, with a maximum of five hours per week during peak times (usually from late-August to mid-September in preparation of the career fair, company information sessions and, planning for the academic year).

Skills Required:

· At least one passed actuarial exam by the time of elections

· Developed communication skills 
· Strong teamwork skills
· Thorough knowledge of the actuarial profession and exam process

THON Chair

Responsibilities:

· Organize fundraising events that benefit THON

· Organize four canning weekends 

· Attend all THON Chair Workshops

· Attend all club officer meetings

· Keep the club up to date on current THON events happening on campus
· Encourage students to buy THON raffle tickets and send out THONvelopes

· Decide on who the dancers will be for THON weekend and be there as often as possible to support them
· Assist in preparation for the annual career fair
Time Commitment:
This position requires the most amount of time during the fundraising window, which runs from October 1st until THON weekend.  You can expect to dedicate about one to five hours per week to this position depending on how busy the THON community is at the time.  

Skills Required:

· Passion for THON

· Developed communication skills

· Strong teamwork skills

· Thorough knowledge of the actuarial profession and exam process 
Junior Liaison (2) – Elected in fall
Responsibilities:

· Communicate information from the club to the juniors and vice versa
· Assist other officers with club duties as needed

· Assist in preparation for the annual career fair

Time Commitment:
This position typically requires a minimum of one hour every other week throughout the course of the year, with a maximum of five hours per week during peak times (usually from late-August to mid-September in preparation of the career fair, company information sessions, and planning for the academic year).

Skills Required:

· At least one passed actuarial exam by the time of elections in the first two weeks of RM 410

· Developed communication skills 
· Strong teamwork skills
· Thorough knowledge of the actuarial profession and exam process

