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General Guidelines: 

· Application is due on Monday, February 27th by 11:59 PM. Please e-mail it to President, Vivian Nguyen (nguyenvt.ucsdckipres@gmail.com), and V.P. of Admin, Skylar Pagenkopf (skylar.ucsdckivpa@gmail.com).  Early applications are highly encouraged.
· Format document title: NAME_aboardapp

· Format all prompt documents: NAME_POSITION_supplement
· Attend an interview on Saturday, March 3rd or Sunday, March 4th. If you are absolutely unavailable those days, please contact President Vivian Nguyen.
· Attend board retreat Saturday, April 7th – Sunday, April 8th (1st weekend after Spring Break).
· All board members are required to attend weekly board meetings and general body meetings and submit paperwork.

· Being on board is VERY time consuming and requires a lot of dedication but it is also very rewarding.  With some training, dedication and hard work, you can develop your leadership skills and help UCSD Circle K reach new heights.  If you have any questions, please feel free to contact any executive board member or the individual(s) who currently hold the position(s) you are seeking. 
· If appointed, you will be expected to fulfill the duties specific to your position (refer to appointed board descriptions in Appendix A) as well as serve as a team player by assisting other board members.  (Examples: tabling, chairing events, taking pictures at events, encouraging members to write articles, etc.)  You are expected to lead by example. 

Mandatory Events:

*Weekly board meetings and general body meetings

*Quarterly board retreats

*Spring Training Conference 

*Fall Training Conference

Highly Recommended Events:

*2011 District Convention (March 2011)

*Crazy Kompetition for Infants South

*Fall Large Scale Service Project

*Masquerade Ball 2011

*Winter Large Scale Service Project

*District Large Scale Service Project

*2012 District Convention (March 2012)
	I. Personal Information

	Last Name:  

  First Name:  
  MI:   


Birth Date: ____________________________

	Contact (School Year/Current)

	Address:

   Cell: (____       ) ___      ___ - ________
       City:

State: 
Zip: 

   Text #(if applicable): ( 
__)  _____  - ________

  E-mail:

   AIM: ____________________________________________

	Contact (Permanent)
	
	Check if same as above

	Address:
                                                                 ____________      _

       City:

State: 
   Zip: 

   Phone: (        )  
           -              ​​​​​​​​​​​

	Academic

	Major:  

2nd Major or Minor (if applicable):  



College: ___________________________ Year in school: _____________________    Approximate GPA: ________________________ Average units per quarter:  
                                                                                                                  


	Miscellaneous

	Do you have a car in San Diego?  ________    How many years have you been in the Kiwanis family?  
___

Are you planning to go to District Convention? ________


	II. Chair Information

	Rank up to three (3) positions for which you wish to apply.   (mark “1” for priority)
	Rank the following traits from 1-6 by marking the corresponding box.   (mark  “1” for the trait most applicable to you)

	
	
	1
	2
	3
	4
	5
	6

	
	Historian
	
	Public Relations
	Creativity
	
	
	
	
	
	

	
	External Fundraising
	
	Service
	Initiative
	
	
	
	
	
	

	
	Internal Fundraising 
	
	Social
	Organization
	
	
	
	
	
	

	
	Kiwanis Family
	
	Spirit
	Teamwork
	
	
	
	
	
	

	
	MD&E 
	
	Technology
	Timeliness
	
	
	
	
	
	

	
	
	
	
	Enthusiasm
	
	
	
	
	
	


	III. General Statements

	Why are you applying for the position(s) you have chosen? What experience do you have that has prepared you for these position(s)? Be specific.

	

	Describe the qualities you posses and how these coincide with the traits of being a good board member. 

	

	What leadership positions have you held in the past? Describe what duties they entailed.

	

	What improvements do you think UCSD Circle K should make and how would you aid the club in making these changes?

	

	List your time commitments outside of Circle K and how they rank in your priorities (i.e. other extracurricular activities, studying, job).  Not necessary to attach your class schedule.

	


	IV. Interview

	Please keep these days available: Saturday, March 3rd, and Sunday March 4th from 9:00AM – 7:00PM. If you have any conflicts during these dates please contact President Vivian Nguyen. 

	

	V. Prompts

	Please see the prompts (Appendix B) and submit your answers on a separate document with your application.  Please respond to the prompts for all of the positions you are interested in. 


	Appendix A: Appointed Board Descriptions

	This is just a brief overview of the positions and only serves as a guideline.  Duties are not limited to only these – the success of our club will depend on the time you spend and the ideas you have to help our club grow. 

	Historian

	· Make sure there is a camera present at every event

· Create weekly and quarterly event recap slideshows to present at each GBM

· Create a video for End of the Year Banquet in Spring Quarter

· Manage the club’s photos from the current year as well as from the past

· Maintain and update the online photo gallery and provide photos for the club whenever needed
· Maintain and update the Youtube account
· Create the club’s non-traditional scrapbook with a scrapbook committee in accordance to District and International guidelines, and correlating with the 2012-2013 UCSD Circle K Theme
· Responsible for filling out the Scrapbook Award

· Submit photos to be in slideshows for district events
· Create an annual yearbook to commemorate the year (Optional)

	External Fundraising

	       Lead the Masquerade Ball Committee to organize and plan Masquerade Ball which includes seeking donations, publicizing the event campus-wide and  in the district, planning carpools, making invitations, etc.
        Plan two additional large-scale fundraisers to raise money for charities, such as PTP, UNICEF, and other charities not limited to the district fundraising initiatives
        Must provide a budget of the costs incurred to put on the event and research ways to reduce these costs
(with discounts, donations, buying in bulk, etc.)
        Collaborate with the Internal Fundraising Chair and Club Treasurer to co-chair the fundraising committee

	Internal Fundraising

	        Work closely with the Club Treasurer to understand the financial needs of our club and fundraise to meet those needs.  A fundraiser should be planned for Vendor Fair of each quarter, along with a 4-5 additional fundraisers per quarter
         Plan at least 1 fundraiser per quarter during each break (Summer, Spring, Winter Break)
         Compile fundraisers done throughout the year to help future fundraisers
         Responsible for helping other chairs find donations for their chaired event
         Create fundraisers to help subsidize costs for district events such as FTC and DCON



	Kiwanis Family

	         Coordinate and invite other members of the Kiwanis Family to our events
·  Plan a large-scale interclub social with other Circle K schools
         Plan Kiwanis Appreciation Dinner during Spring Quarter

· Plan and organize Kiwanis Takeover for Fall Quarter
         Stay informed of Circle K activities within the District & Division
         Attend Divisional Council Meetings (DCMs) and arrange to attend at least 2 Kiwanis Club meetings with each of the different branches (Key Club, Circle K, etc.) per quarter
         Serve as the liaison between our club and all the K-Family Divisions (Kiwanis, Key Club, Builders Club, KIWIN’s, etc.)
         Strengthen relations with La Jolla Kiwanis Club 
         Organize and plan Key to College, a conference for high school students to learn about life in college
         Plan a Kiwanis Family Recreation Tournament for Winter Quarter
         Organize and maintain the Kiwanis Shadow Program throughout the year
         Responsible for submitting the Distinguished Kiwanis Family, Outstanding Sponsoring Kiwanis Club and Kiwanian of the Year award applications 

	Membership Development and Education (MD&E)

	Host at least 2 Circle K Information Sessions every quarter
Reserve space on Library Walk for tabling (everyday for the 1st week of the quarter, and at least 3 days for the 2nd week), in addition to any other student org/volunteer fairs at various times of the year
Coordinate closely with Club President to plan New Member Installation held in Fall Quarter
Plan programs that focus on membership retention (i.e.: MOM, Member Spotlight) 
Celebrate member birthdays monthly at GBMs
Research “Circle K Fact of the Week” to present at GBMs
Educate members about the Circle K & Kiwanis Family structure
Encourage members to reach higher MRP levels
Be in charge of an end of the quarter feedback form at our last GBM 
Create a “New Member Manual” to distribute during tabling and info sessions
Responsible for organizing the completion of the club card, which must be completed (created and printed) two weeks before the start of Fall Quarter
Responsible for filling out the Distinguished MD&E Award

	Public Relations

	· Publish our club newsletter at least six times over the course of the Circle K administrative year and distribute it to the appropriate people in the Club/District
· Must be proficient in Publisher, Word, or any other publication program necessary to create newsletter
· Find members to write and submit articles to our club newsletter, district newsletter Sunburst, and the international newsletter Circle K Magazine
· Serve as a liaison between Circle K and other organizations on campus to plan quarterly events with on-campus orgs
· Publicize Circle K and the events organize & find ways to be recognized by the campus/community newspaper, radio, & TV station
· Help board members advertise their events (e.g. brochures and fliers)
· Maintain and update Twitter and Facebook accounts
· Responsible for filling out the Outstanding Club Newsletter Award

	Service

	· Plan and organize a large-scale service project each quarter.  One of your projects will be submitted to the district for the Single Service Award.

· Chair Spring, Fall and Winter Quarter “Rush Week/First Week of Service” service activities with the Vice President of Service
· Co-chair the Service Committee with the V.P. of Service to plan on-going service events

· Responsible for filling out the Single Service Declaration and Single Service Award Application

	Social 

	· Prepare icebreakers and activities with Spirit chair for each meeting to set an exciting and inviting atmosphere

· Plan at least two large-scale socials per quarter, (e.g., Welcome Week Bonfire) in addition to bi-weekly socials such as Yogurt World, Beach Socials, Ultimate Frisbee, etc.

· Help improve the family system and remodel the Big Sib/Little Sib program to better meet the needs of our club
· Co-chair the Social/Spirit Committee with the Spirit Chair. 
· Organize a “Bigs Retreat” to help educate and retain Bigs in the club

	Spirit 

	· Organize and prepare props, posters, and spirit items for district events such as FTC & District Convention (DCON)

· Work with MD&E on creating club props to be used for tabling on Library Walk 
· Create new cheers to promote spirit within the club 
· Hold “spirit nights” to practice cheers and work on spirit items

· Organize a group to plan the skits/talent acts for district events such as FTC & DCON

· Plan/write a skit for the first GBM of the school year in Fall Quarter
· Co-chair the Social/Spirit Committee with the Social Chair

· Responsible for organizing the completion of club t-shirts. These must be completed two weeks before the start of Fall Quarter

	Technology

	· Create and maintain UCSD Circle K’s official website featuring our 2012-2013 theme
· Update the website on a weekly basis, include Circle K info, past & future projects, member recognition, and board members profiles while following the guidelines in the CNH Circle K Website Award application

· Add additional interactive features to the website such as polls, mini-games, etc.

· Fulfill media/technological needs of the club at GBMs and special events

· Responsible for filling out the Application for the District Website Award


	Appendix B: Prompts

	Please answer on a document (for each position you are interested in) and SUBMIT with your application!

	Historian

	1. How do you plan on encouraging members to send photos from every event?
2. Submit a sample scrapbook page and recap video/slideshow (~1 minute long) with the application. Please e-mail the recap video/slideshow to Vivian with your application.

3. Describe 3 possible ideas for our club theme and how you will represent them as a scrapbook?

	External Fundraising

	1.       Describe your experience at Masquerade Ball (if applicable) and three things you would like to change about the event. If you did not attend, describe 3 things you would do to make this event successful.
2.    Create a project outline for 1 other large-scale fundraiser for a charity.  Include how you would plan for this fundraiser, number of members that you would need to attend, a projected budget that consists of expected cost of fundraiser (if any), and how much profit you would expect the fundraiser to bring in.   

	Internal Fundraising

	1.       How will you encourage more members to come out and participate in fundraisers?
2.       Create a project outline for 1 large scale fundraiser and 2 small fundraisers (Please think of fundraisers we have not done yet). Include how you would plan for this fundraiser, number of members that you would need to attend, a projected budget that consist of expected cost of fundraiser (if any), and how much profit you would expect the fundraiser to bring in.

	Kiwanis Family

	1.       Describe at least 1 different type of interclub that you would be interested in planning with our Kiwanis    Family--the more involved, the merrier!

2.       How will you improve Key 2 College? Provide 2 ideas you have to increase attendance of guests and volunteers.
3.       How will you encourage members to interact more with Kiwanians and strengthen Kiwanis Family Relations?
4.       Provide 2 to 3 ideas of how you would improve the Kiwanis Shadow Program.

	MD&E

	1.       List 3 different programs/ideas you would implement to educate members about Circle K.
2.       Describe ways you would increase membership recruitment and retention (at least 2 methods for each).
3.       Describe at least 1 way you would publicize UCSD Circle K on our campus community that we have not previously done before.
4.       Create a project outline for 1 appreciation event (ex. Drivers, MRP, birthdays, etc.). Include how you would plan for this event, number of members that you would need to attend, and a projected budget that consists of expected costs.

	Public Relations

	1.       Describe at least 1 way you would publicize UCSD Circle K on our campus community that we have not previously done before.
2.       Describe 2 ideas you have for improving our newsletter.
3.       What on-campus orgs are you interested in working with, and what would you do to improve relations with these orgs.
4.       Submit a sample newsletter page including a small article about a Circle K event that you have attended.
5.     How will you encourage members to write articles, and how will you keep them accountable?

	Service

	1.     Create project outlines for 2 different large scale service events and 1 event to take place during “Rush Week Activities.” Describe how you would plan this project, expected costs, expected attendance, etc. How would these projects benefit the community?
2.      A problem you will face is a lack of drivers to projects. How will you find ways to address this problem?

	Social

	1.      Describe three different strategies you would use to strengthen the sense of community within our club. (one must pertain to the family system)
2.      Why do you personally feel that it is important to have a social chair in a community service club?
3.      Provide an idea of an icebreaker that you have not yet seen in our club that you believe would encourage members to bond.
4.      Create a project outline of a large-scale social event you would like to see our club do. 

	Spirit

	1.      Write a 3-page (12-point font, double-spaced) skit promoting UCSD Circle K, incorporating our club mascot, Crobie, and this year’s club theme (Willy Wonka).
2.      Come up with a cheer that we can use to raise the spirit of our club. What are some ways you would teach members new cheers?
3.      What are some of your ideas for District Convention spirit items?

	Technology

	1.      What did you like about this year’s UCSD Circle K website and what you would change about it?

2.      Create a rough draft of what you would like for the new website (ex. http://i51.tinypic.com/206ov37.jpg) Please make it a lot more specific (ex. Labeling what links on navigation bar)
3.      If you have previously designed a website, please submit its URL. If not, design a template/layout of a site.
4.      Submit two sample sites: one with a favored format and one with an unfavorable format. Explain why. How would you make the site of lesser preference more user-friendly?
5.      How do you plan on making members' MRP statuses more accessible and how will you assist the MRP chair on updating it?


	Appendix C: Contacts 

	Contact any executive board member if you have questions about the application process.

	Vivian Nguyen, President
(702) 445-2400
nguyenvt.ucsdckipres@gmail.com
	Skylar Pagenkopf, V.P. of Admin
(619) 306-2224
skylar.ucsdckivpa@gmail.com
	Kevin Wong, V.P. of Service
(209) 207-4907
kevin.ucsdckivps@gmail.com

	Filip Hess, Secretary
(925) 331-7581
fhess.ucsdckisec@gmail.com 
	David Truong, Treasurer
(714) 588-0953
david.ucsdckitres@gmail.com
	


This marks the end of the A-Board Application for 2012-2013.
Thank you for applying!

Circle K International


University of California, San Diego
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