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2011-2012 University of Florida, Poets INC.

& INK Roundtable Applications
Applications are to be e-mailed Shamoyia Gardiner at PoetsINC.President@gmail.com in Microsoft word format.

Part I – GENERAL INFORMATION

Name: __________________________________________________________________________


Last



First





UFID#

Local Address: __________________________________________________________________________



Street



City


State

Zip Code

Permanent Address: _________________________________________________________________________




Street



City


State

Zip Code

Local Phone Number: _______________Cell Phone Number: (       )__________________

E-mail Address: ________________________GPA: _____ Major: ___________________ 
UF Classification_______________ Hrs Currently Enrolled ______

Anticipated Graduation Date: __________

Position desired:                                                                            Poets Inc. _____ The “INK” ____
*Poets Inc. includes cabinet members and other persons who are closely affiliated with the “INK,” but besides cabinet members, Poets Inc. members hold no responsibility except for increasing awareness of the poet’s society.  
*Poets INK include members who frequently attend round tables, open mics, and perform at Poets Inc. sponsored events. 
Part II – AVAILIBILITY

Staff members are required to attend Bi-weekly E-board meetings and Bi-weekly INK meetings.

Are you available to attend bi-weekly E-board meetings on Mondays at 6:00 pm ?                  Yes__ No___

Are you available to attend bi-weekly INK meetings on Mondays at 6:00 pm?                          Yes__ No___

Do you have daily access to e-mail and the internet?



                    Yes__ No___
Are you available to attend bi-weekly Open-Mics on Wednesdays at 7:00pm?                           Yes__ No___
***Meeting times for INK/E-board subject to change****
Part III- STAFF POSITION APPLYING FOR

Cabinet: ________________, _________________, ________________

The attached page has a brief summary of the available positions.

Part IV – APPLICATION PACKET

Please include the following in your application packet
(The Cabinet Application

(Resume (with a section for school involvement; 1 page max.)

(Additional requirements for each position, which are outlined below
Part V- INTERVIEW TIMES

Interview times will be e-mailed shortly after application packets are turned in.
PART VI – VERIFICATION 

By (electronically) signing this application, I hereby certify that all of the information contained in this application is correct and true to the best of my knowledge.  I authorize POETS INC. to verify my grade point average and other information deemed necessary that may affect my performance as a member of the POETS INC. Executive Board.  All undergraduate and graduate applicants must have a 2.0 minimum cumulative and semester GPA.  I understand that any misrepresentation on my part will result in my disqualification for this position.

Signature_________________________________________________ Date _____________________

POETS INC. Cabinet Descriptions
President

1. Have a long-term plan for Poets INC. and concentrate on the implementation of Poets INC.’s goals and events.

2. Oversee other officers and be available to consult or to solve problems with them.

3. Oversee committee chairs.

4. Create agendas for each meeting.

5. Develop leadership skills in officers.

6. Attend all Poets INC. sponsored events.

7. Manage co-sponsored events in coordination with the Vice-President.

8. Attend budget hearings and assist treasurer in formulating the yearly budget.

In addition to the application:

Write two well versed paragraphs, (1) describing what you will bring to POETS INC. if selected as the President and (2) describing any ideas you plan to implement through and for POETS INC.
1st ; Vice-President (External)
The roles of the 1st Vice-President are, but not limited to: 

1. Have a long-term plan for Poets INC. and concentrate on the implementation of Poets INC.’s goals and events.

2. Represent the President in the event of his/her absence.

3. Assist the President in overseeing other officers and be available to consult or to solve problems with the President.

4. Oversee committee chairs with input from the President.

5. Review agendas for each meeting with the President.

6. Develop leadership skills in officers.

7. Attend all Poets INC. sponsored events.

8. If for any reason the President is unable to fulfill their duties the 1st Vice-President will assume the President’s office
9. Manage co-sponsored events in coordination with the President.
In Addition to the application:

Write two well versed paragraphs, (1) describing what you will bring to POETS INC. if selected as the 1st Vice-President and (2) describing any ideas you plan to implement through and for POETS INC.
2nd : Vice President (Internal)

The roles of the 2nd Vice President are, but not limited to:

1. Have a long term plan for the members of “The INK”.

2. Develop the writing skills and subjects of the members of “The INK”

3. Set up Creative Writing Workshops

4. Attend all Poets INC. sponsored events as well as all INK round tables and help the president in implementing various initiatives within the poets, including a retreat for members of the INK. 

In Addition to the application:


Write two well versed paragraphs, (1) describing what you will bring to POETS INC. if selected as the 1st Vice President and (2) describing any ideas you plan to implement through and for POETS INC.
Treasurer  

The roles of the Treasurer are, but are not limited to: 

1. Obtain, read, and understand all the rules and regulations in the current Student Government’s Finance manual and constitution.

2. Obtain, fill out, sign, and return Student Activity Requisition forms (SAR).

3. Submit a report of Poets INC.’s financial status to every Exec Board meeting.

4. Consult the President before making any transaction or expenditure.

5. Keep and submit reports and documentation to the Secretary.

6. The Treasurer shall maintain active relations with the Student Body Treasurer’s office.

7. Prepare the yearly budget and attend the Senate Budget Committee Hearing meetings.
In addition to the application:

Write two well versed paragraphs, (1) describing what you will bring to POETS INC. if selected as the treasurer and (2) describing any ideas you plan to implement through and for POETS INC.
Secretary

The roles of the Secretary are, but not limited to:

1. Maintain membership roll and record of the attendance at the meetings.

2. Conduct correspondence of the organization, except when otherwise delegated.

3. Announce meetings and announcements to the general membership.

4. Help the President keep archives for Poets INC.

5. Record and maintain a file of minutes of Poets INC.’s Exec Board meetings and general body meetings.

6. Make copies of all minutes for Exec Board members.

7. Pick up Poets INC.’s financial report of financial status from Student Government.

8. Attend all Poets INC sponsored events.
In addition to the application:

Write two well versed paragraphs, (1) describing what you will bring to POETS INC. if selected as the secretary and (2) describing any ideas you plan to implement through and for POETS INC.
Public Relations Director

The roles of Public Relations are, but not limited to:

1. Be responsible for the publicity and advertising of all Poets INC. sponsored events.

2. Be well versed on the events that occur at the University to assure POETS INC. involvement.

3. Keep an updated database of contact information of the general membership and make copies for the Exec Board and the archives.
4. Be responsible for assuring Co-Sponsorships for all Open-Mics. 
5. Help organize and promote the yearly poetry festival.

6. Coordinate and attend all Poets INC. sponsored events.
In Addition to the application:

All applicants need to submit an explanation of what you think the Poets Inc brand is. You need to continue to lists event ideas as well as promotional ideas that reinforce that brand. (Application for membership of this cabinet is also available)
Historian

The roles of the Historian are, but not limited to:

1. Maintain and update photo albums of events from the organization and write a short summary about the important events.

2. Historian must maintain an online gallery of Poets INC’s events.   

3. Attend all Poets INC. sponsored events.

In Addition to the application:

Bring into the interview any examples of photos that you have taken in addition to any examples of scrap booking work.

Solicitations Chair
The roles of Solicitations are, but not limited to:

1. Solicit from corporations and local business for funds for POETS INC.

2. Solicit food for events and meetings.

3. Keep a log of all companies and business that have donated to POETS INC. 
4. Creating a multitude of events to raise funds as well as educate/entertain the greater Gainesville and University of Florida community.

5. Work along side Public Relations to produce creative ways to create awareness about POETS INC. and bring funds to the organization.

6. Attend all Poets INC. sponsored events.
In Addition to the Application:

Write a list of five fundraisers that will promote and bring POETS INC funds and how you intend to implement them.
Con(Verse) Director
The roles of Con(verse) director are, but not limited to:

1. Organizing and directing the event.

2. Soliciting funds and give-aways for the event

3. Publicizing and creating awareness of event.

4. Soliciting artist to participate. 
In Addition to the Application:


Write 2 pages maximum describing how you plan to make this event successful on all levels and why you are qualified to take on this position. 

Director of Merchandise
The roles of Director of Merchandise are, but not limited to:

1. Managing production of INK CD.

2. Generating organization T-shirts every year.  
