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Article I - Duties of Officers 
 

Section 1. The President’s jobs are: 
A. Conduct all meetings.  
B. Create an agenda for each meeting. 
C. Act as a contact person for the orchestra directors and distribute information to the right 

persons or committees. 
D. Help and advise committee chairpersons on fundraisings, orchestra sponsored events, 

and record keeping. 
E. Teach the new President-Elect duties of the office. 

 
Section 2. The President-Elect’s jobs are: 

A. Help the President as needed. 
B. Plan and oversee committees for the annual Orchestra Banquet. 
C. Assume responsibilities of the President in the absence of the President.  

 
Section 3. The Treasurer’s jobs are: 

A. Maintain accurate financial records of OPUS. 
B. Pay approved bills. 
C. Provide cash and make deposits. 
D. Provide a financial report for each meeting. 

 
Section 4. The Secretary’s jobs are: 

A. Keep all meeting minutes, and share the minutes with the Publicity Chair following each 
meeting.  

B. Take care of all correspondence.  
C. Regularly update the OPUS Facebook page with meeting minutes and reminders of 

upcoming events.  
 
Section 5. Optional: The Publicity Chair’s jobs are: 

A. Keep an updated list of parent’s names and emails. 
B. Assist with any technological needs of the executive committee, such as creating mailing 

lists, spreadsheets, etc.  
 
Section 6. Optional: The Advocacy Chair’s jobs are: 

A. Communicate with the orchestra directors about program needs.  
B. Be present at school board meetings, if necessary.  



C. Update the OPUS organization on large project or event happenings in the middle or 
high school orchestras.  

D. Organize advocacy projects/events to benefit students and OPUS (involving students in 
community performance opportunities, providing cookies after the concert, etc.)  

E. Reach out to parents to encourage OPUS participation. 
 
Section 7. Optional: The Volunteer (Co)Coordinator’s jobs are: 

A. Work together with the other volunteer coordinator to set-up 2-3 fundraisers per year 
(more during a trip year).  

B. Communicate with the orchestra directors about volunteer needs for school events.  
C. Create and share (through email and Facebook) a Sign-up Genius for each fundraiser 

and concert. 
D. Coordinate annual t-shirt sales through D’Milaco. 

 


