
ST. JUDE COORDINATOR, SENIOR
Be sure to read the General Procedures section of these Guidelines. It contains important information pertaining to all Board positions.
Voting Member of: General Board

Primary Duties: 
(formerly Circle of Life)
1. Encourage Chapter and District participation in activities supporting St. Jude Children’s Research Hospital, the ESA International Project.
2. Work with ALSAC on cooperative fundraising endeavors and assist Chapters as requested in their fundraising events.
3. Keep accurate records and report regularly to State Philanthropic Chairman and as requested by IC and Headquarters.

4. Act as mentor to the Jr. Chairman.

CALENDAR CHECKLIST 

April:

1. Obtain and review files from previous Chairman.

May/June:

1. Plan your year’s events; include the Jr. Coordinator in your plans. 

2. Set up tracking system for chapter reporting and donations to acquire information needed for year-end reports and awards – i.e: most monies per member per chapter, most hours donated per member per chapter, and most money raised per chapter.

3. Prepare and submit article to Grapevine, encouraging participation in St. Jude activities, including those to be held at IC Convention.

July:

1. Attend IC Convention if at all possible. If unable to attend, notify State President so that she can assign someone to attend and participate in the St. Jude activities and presentations.

2. Review information in the President’s Yearbook, update if necessary.  
Refer to the forms and information on ESA website www.epsilonsigmaalpha.org.  

August:

1. Work with State President and Workshop Chairman so that there is time on Leadership Meeting agenda for St. Jude.

2. Involve Jr. Coordinator in activities at Leadership.

3. Share information with Chapters through the workshop and/or the mailbox system. This information should include:

a. New information received at IC Convention

b. Instruction on use of Booked Event Form, Completed Event Form, and the Donation Form. Also use of the website.

c. Videos and other materials available through Headquarters 
d. Goals and activities for year

4. Prepare report for Leadership Meeting, with a copy for the President and Secretary.

September/October/November/December: 

1. Document all reports from chapters.
2. Maintain contact with St. Jude staff re: upcoming scheduled events.
3. Provide support and offer whatever assistance needed to those Chapters holding and/or volunteering for St. Jude events.

January/February:
1. Prepare report for Winter Meeting

2. Work with State President if want/need extended time on the agenda.

March/April:
1. Encourage Chapters to send you the Philanthropic report form to use in preparation for final report and awards at State Convention.
2. Coordinate with State Philanthropic Chairman and Awards Chairman. 
3. After compiling the figures from the Philanthropic Reports, send the names of all winners to the Awards Chairman in time for her to prepare the certificates. 
4. Compile all chapter reports and prepare final report for State Convention, with copy for President and Secretary.

5. Coordinate with State President and Workshop Chairman re: St. Jude workshop at Convention.

6. Make award presentations at State Convention according to agenda developed by President.

7. Prepare files to turn over to St. Jude Junior Coordinator. 
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