
JOB DESCRIPTIONS FOR 
WEST VIRGINIA STATE UNIVERSITY  

STUDENT GOVERNMENT ASSOCIATION 
 

The President Shall: 
 

1. Preside at all Executive Cabinet and SGA meetings. 
 
2. Be a member ex-officio of all SGA Committees with voting privileges. 
 
3. Have a background in Parliamentary Procedures. 
 
4. Delegate work to the Executive Cabinet and Senators as necessary. 
 
5. Post and keep weekly office hours. 
 
6. Act as a Liaison between students, faculty/academic staff, and administration. 
 
7. Maintain a list of standing committees and appointees to such committees. 
 
8. Be responsible for updating appointments to standing committees. 
 
9. During the month of February, the SGA President shall make a speech to the student 

body addressing the state of the student government. 
 
10. Responsible for the training of new SGA officers. 
 
11. Assist other SGA staff and officers as needed. 
 
12. Actively encourage all students to participate in all campus activities, programs, and 

committees.  In addition, will actively recruit new SGA members to assist SGA in 
completing its goals. 

 
 
The Vice-president Shall: 

 
1. Preside at all Senate Cabinet and SGA meetings. 
 
2. Be in charge of Administration and Operations. 
 
3. Preside in the absence of the President and be an ex-officio member of all SGA 

Committees, monitoring their work. 
 
4. Plan, organize, coordinate and supervise the SGA student services programs. 
 
5. Advise the President on matters concerning SGA and the student body, and assist 

the President on these matters as needed. 
 
6. Review and recommend appointments of candidates. 
 
7. Have a background in Parliamentary Procedures. 
 
8. Post and keep weekly office hours. 
 
9. Assist other SGA staff and officers as needed. 
 



10. Actively encourage all students to participate in all campus activities, programs, and 
committees.  In addition, will actively recruit new SGA members to assist SGA in 
completing its goals. 

 
11. Keep the Student Activities Advisor informed of all SGA operations. 

 
 
The Treasurer Shall: 

1. Preside at all Executive Cabinet and SGA meetings. 
 
2. Supervise funded organizations spending. 
 
3. Post and keep weekly office hours. 
 
4. Be in charge of Finance and Organizational Matters. 
 
5. Preside in the absence of the President and Vice President. 
 
6. Prepare and present a proposed SGA budget each school year for the Student 

Senate approval and keep adequate records of SGA expenditures. 
 
7. Have a background in Parliamentary Procedures. 
 
8. Assist other SGA staff and officers as needed. 
 
9. Actively encourage all students to participate in all campus activities, programs, and 

committees.  In addition, will actively recruit new SGA members to assist in SGA in 
completing its goals. 

 
 
The Chief Hearing Examiner Shall: 

1. Preside at all Executive Cabinet and SGA meetings. 
 
2. Preside over the Student Hearing Council making and interpreting decisions 

rendered by the Student Hearing Examiners. 
 

3. Chair the elections committee, unless he/she is a candidate for another office; then 
an Associate Hearing Examiner shall chair the Elections Committee. 

 
4. Have knowledge of parliamentary procedures. 
 
5. Interpret the SGA constitution. 
 
6. Assist other SGA staff and officers as needed. 
 
7. Actively encourage all students to participate in all campus activities, programs, and 

committees. In addition, will actively recruit new SGA members to assist SGA in 
completing its goals. 

 
 
The Social Activities Director Shall: 

1. Preside at all Executive Cabinet and SGA meetings. 
 
2. Seek, obtain and arrange speakers, concerts, cultural events and activities that SGA 

may sponsor. 
 



3. Work in conjunction with Student Activities in planning activities for the student body. 
 
4. Establish such bodies subsidiary to him/her that he/she deem necessary to aid in the 

performance of his/her duties. 
 
5. Have knowledge of parliamentary procedures. 
 
6. Assist other SGA staff and officers as needed. 
 
7. Keep a record of SGA student activity expenditures. 
 
8. Actively encourage all students to participate in all campus activities, programs, and 

committees.  In addition, will actively recruit new SGA members to assist in SGA in 
completing its goals. 

 
 

The Secretary Shall: 
1. Preside at all Executive Cabinet, Senate Cabinet and SGA meetings. 
 
2. Record the minutes of the Executive Cabinet and Senate meetings. 
 
3. Provide SGA officers with an agenda and minutes before each scheduled Executive 

Cabinet and Senate meetings. 
 
4. Keep an updated address list on current Executive Cabinet and Senate officers. 
 
5. Keep a file of all recognized student organizations and other records. 
 
6. Maintain an official copy of all SGA policies and procedures. 
 
7. Post and keep weekly office hours. 
 
8. Sort and screen all main and incoming phone calls. 
 
9. Type materials from rough draft to final form, taking responsibility for format. 
 
10. Inventory office supplies and prepare requisition for ordering. 
 
11. Assist in planning and scheduling conferences and meetings including preparing 

agenda, securing facilities and making travel arrangements. 
 
12. Relay information, instruction and assignment between supervisor and staff 

members; remind staff of deadlines. 
 
13. Operate standard equipment as required. 
 
14. Assist other SGA staff and officers as needed. 
 
15. Have knowledge of parliamentary procedures. 
 
16. Keep record of supplies expenditures. 
 
17. Actively encourage all students to participate in all campus activities, programs, and 

committees.  In addition, will actively recruit new SGA members to assist in SGA in 
completing its goals. 

 


