
Plainfield East High School 
National Honor Society 

Senior Officer Responsibilities 
 

 

 

 

 

 

 

 

 
  

 

Officer responsibilities include 

 

 Prepare typed agenda for each member meeting and submit to the adviser  

 Run one member meeting per month  

 Encourage and inspire members to put forth their best effort 

 Review service hours of members  

 Help to organize, speak at, and oversee the Induction Ceremony  

 Set organizational goals for the year 

 Prepare and compile information for the NHS Annual Report 

 Organize and run one event per year (each officer) 

 Prepare typed monthly event/activity calendars and submit to the adviser  

 Be able to provide a summary of the organizational achievements for the year, including a total 

count of member service hours. 

 Work to establish peace among members 

 Take attendance at all meetings per month and file meeting times in the Group Hours folder after 

each meeting 

 Take minutes of the proceedings of one meeting per month.   

 Type up the minutes after the meeting and submit them to the advisor. 

 Keep permanent records of attendance, original agendas, and minutes at school 

 Collect annual dues 

 Maintain an accurate and detailed financial record of all money spent and give a report in the 

member meeting once per quarter 

 Turn over any collected monies from fundraisers to advisors 

 Give advice on raising funds and spending, keeping in mind future goals and needs. 

 Organize and run the NHS Fundraising event 

 Send quarterly updates to the school paper 

 Create a display case monthly 

 Make sure someone is taking pictures at each NHS event 

 Design an electronic scrapbook of NHS accomplishments for the year 

 Organize and run one event per year 

 Various other jobs as requested by the advisor(s) 

 

All Officers— 
 All officers must attend officer meetings once a 

month starting at 2:20 pm. 

 All officers must attend the Summer Leadership 

Workshop.  This will be scheduled once the 

officers have been selected. 

 Must be enrolled for the entire school year. 

 NHS should be the primary officer position held 

 

 
 


