 Applications due October 10- either in the Student Life Office or emailed to uabrelay@gmail.com.
Committee Positions- see descriptions on pages 3-5.
Name


Email


Street Address city, state, zip


Phone

Cell Phone


Major and Year



Thank you for your interest in being on the Relay For Life of UAB Executive Board for the 2015 Relay For Life! As part of our board, the Relay student leaders will help plan, execute and manage the entire production of Relay For Life of UAB 2015. We will meet once monthly in the Fall, and start meeting more frequently as we approach our Relay date of April 10, 2015. The Executive Board has "Chair" positions for all talents, including Sponsorship, Relay Team Recruitment, Logistics, Publicity, Online, Survivorship, Ceremonies and more. The Executive Board also works together to plan and execute event level fundraising events. Together we will strive to meet our fundraising goal and to make this year’s Relay For Life of UAB the best one yet! Feel free to contact current board members at uabrelay@gmail.com or our ACS Relay Specialist, Mary Catherine Sharp at marycatherine.sharp@cancer.org with any questions. You can also visit our website at www.relayforlife.org/uab to fill out the online application. Please come to our Executive Board Interest meeting to learn more Monday, October 6, 2014 at 7:00pm in REC room 150.
Contact Information
_____     Team recruitment/Development 
_____    Fundraising                                       
_____    Media and Publicity
_____    Corporate Sponsorship
_____    Survivorship
_____    Luminaria
_____    Website
_____    Advocacy and Cancer Education

This year we are formatting the Relay for Life Committee so that we can all work together in a more productive and fun way! You are applying to be on a 'team' with certain goals and responsibilities in mind. As a Committee Chair member, you will be working closely with the Event Chairs, who will be leading the team towards reaching its goals. Chair members will help designate responsibilities within the committee. Please select 3 to 4 areas within the committee that you are interested in working with. Please rate them in order of preference, with 1 being the most desired.


1.

2.

3.

4.

Relay For Life of UAB Executive Board Application 2014-2015



1. Will you be at UAB during both Fall and Spring Semesters? Y/N  

2. Have you participated in Relay For Life of UAB before? Y/N   

3. Have you participated in a Relay For Life event before? Y/N 

4. Please briefly list any past leadership or volunteer experience.
	







     5. Please List any specific skills or talents that may help you fulfill the team's requirements.
	






     7. Explain the importance of Relay For Life to you. What interests you the most about helping	with this coming event?

   

Applications due October 10- either in the Student Life Office or emailed to uabrelay@gmail.com.

Executive Board Interest meeting Monday Octover 6th at 7pm in REC150. 

Interviews will be Oct 12th between 2-4pm and Oct 13th between 5-7 pm in 15 minute intervals. Please write a date and times you could make an interview. We will follow up with you to confirm your interview time. If you cannot make either of these, please let us know and we can coordinate with you according to your schedule.

Sun Oct 12th: ____________________ Mon Oct 13th:___________________
[bookmark: _GoBack]Event Leadership Placement Interviews
Qualifications


2015 Executive Council Needs
*There will be training available for each position*

Executive Secretary(1) – responsible for assisting the Event Chair with anything she may need- taking notes, giving presentations, assisting other chairs with their roles, etc. Individual in this role is detail oriented, organized, and possesses strong communication skills.

Event Manager Chair(2) - responsible for organizing off site fundraisers and activities to increase profit- ex. Bar night, Zumba Class, etc. Individuals in this role are organized, outgoing, and they enjoy planning events and fundraisers. 

Ceremonies Chair(2) – oversees and coordinating all ceremonies that take place throughout the Relay For Life event. Responsible for writing ceremony scripts, conducting ceremonies, organizing motivational speakers, etc. They coordinate with Survivor Chair to recruit survivors to share their survival story during the Opening Ceremony. Individuals in this role are comfortable with public speaking, creative, organized, and familiar with or willing to learn about the mission, history, and tradition of the American Cancer Society ceremonies. 

Luminaria Chair(2) – promotes awareness of and organizes sales of luminaria bags in honor of, in memory of or in support of those who have been touched by cancer. Luminaria chairs educate Event Leadership Team and Relay Participants about the importance of and the meaning of the Luminaria Ceremony and it’s fundraising potential. They assist Ceremonies Chair in planning and implementing the Luminaria Ceremony. Individuals in this role are comfortable with public speaking, creative, organized, and able to coordinate logistics in order to assist in the development and execution of the Luminara Ceremony at the Relay event.  

Survivor/Caregiver Chair(3) – recruits, recognizes, and engages survivor and caregivers within campus community. Works with Entertainment/Activities Chair and Ceremonies Chair to plan powerful ceremonies to celebrate and recognize survivors and caregivers. Educates survivors and caregivers about the American Cancer Society’s prevention, detection, and support services. Individuals in this role are comfortable building and maintaining relationships, and will use survivor and caregiver recruitment resources and tools to clearly communicate the benefits of getting involved with the American Cancer Society and the Relay For Life event. Survivor/ Caregiver chairs will also serve as the primary contact to survivors, caregivers, and organizations that serve or interact with large numbers of survivors and caregivers.

PR/Online Chair(2) –creates, develops, and implements marketing and publicity to raise awareness of the Relay For Life event. Responsible for contacting and coordinating with local media outlets (news, radio, campus newspaper, etc.) and will use Social Media (Facebook, Twitter, etc.) to promote the Relay event as a whole, as well as any upcoming fundraisers or feeder events that may take place. PR/Online chairs will also be responsible for updating and maintaining the Relay For Life event website with information such as agendas, meeting dates, fundraiser details, etc. Individuals in this role have strong communication skills, are relationship builders, and can implement effective marketing strategies to maintain publicity of the Relay For Life. They are also willing to learn ways to support and engage Relay participants through online fundraising.
Sponsorship Chair(2-3) – responsible for reaching out to companies and businesses, school programs/ departments, and presenting sponsorship proposals in order to secure financial, in-kind, and mission support for this specific Relay For Life event. Tracks information, contribution details, and recognition for donors. Coordinates with Relay Specialist and Event Chair monthly to ensure goals are being met. Relays sponsorship commitment and donor information to the Donations Chair to ensure that all donations and contributions (monetary and in- kind) are being tracked. If someone cannot sponsor with dollars, but wants to donate something in-kind (such as tables, chairs, DJ, lighting, etc.), the Sponsorship Chair will coordinate with the Logistics Chair and exchange contact information and the Logistics Chair will coordinate with the prospective donor. Individuals in this role are comfortable representing the American Cancer Society and Relay For Life and are not afraid to ask for money. They are responsible with organizing prospect information and are efficient with tracking and managing contact information and contribution details. They are familiar with the benefits of sponsoring the event, and will use that to convince prospects to sponsor. They have a strong sales mentality and will not settle for the first “no”.

Logistics Chair(1) – responsible for organizing and creating an implementation plan for site selection, event schedule, event layout, signage, electrical and mechanical materials, restrooms, trash, tents, safety, risk management, contingency location, security, first aid, set-up and clean-up needs. They collaborate with Campus Champions and Event Manager chairs to recruit and train day-of event volunteers, assist with coordination of hospitality planning and execution, and ensure that all ACS risk management standards, guidelines and procedures are adhered to. They are responsible for reserving rentals when needed (ex. stage, lighting, sound, port o potties, tables, chairs, etc.) Logistic Chairs also coordinate with Sponsorship Chairs for info on in-kind donors or sponsors. They collaborate with the Donations Chair to relay donor information and contribution details. Individuals in this role are organized and pay strong attention to detail in order to manage a comprehensive event execution plan that represents the mission and tradition of the American Cancer Society Relay For Life event within the community. 

Donations Chair(1) – responsible for coordinating with the Sponsorship Chair and Logistics Chair to compile donor and sponsor information (both monetary and in-kind)  in order to keep track of contributions for recognition purposes. Partners with Event Chair and Relay Specialist to determine and plan appropriate recognition for event sponsors and donors.  Individuals in this role are capable of organizing information either in word document or an excel spreadsheet. They are creative and can contribute successful recognition ideas to show appreciation for all donations.

Food Chair(2) – responsible for organizing food/meals that will be available at the Relay event as well other events that may require food to be available. Food Chairs will reach out to campus cafeteria/local restaurants/markets, etc. and ask them to donate food in order to cut down on event expenses. They will coordinate with the Donations Chair to relay information.  Individuals in this role are outgoing and not afraid to ask for donations. 

Entertainment/Activities Chair(2) – oversees all entertainment and activities that take place during the Relay For Life event which includes choosing the type of entertainment and activities and when they occur during the event. They coordinate with the Team Spirit Chairs to assign and schedule team fundraisers both throughout the Relay season and day of event onsite activities and fundraisers. Individuals in this role are creative, organized, and know what it takes to have a good time. They are comfortable with and willing to cultivate relationships with various groups and organizations in the community that are willing to contribute to and participate in the excitement for the Relay For Life event.

Alumni Chair(1) – responsible for contacting the school’s Alumni Association and sharing the mission of the American Cancer Society to recruit involvement in their Alma Mater’s Relay For Life. Alumni involvement can be teams, individual participants, or sponsorships/donations. If Alumni Chair gets monetary or in-kind donations, they will relay donor information and contribution details to both Sponsorship Chair and Donations Chair.

Campus Champion(3) – responsible for recruiting teams and individuals to participate in the Relay For Life event, assisting survivor and caregivers leads with survivor and caregiver recruitment, and assisting sponsorship lead with sponsor recruitment. The goal of the Campus Champion is to increase campus involvement.  Individuals in this role are a voice and outward-facing champion for the Relay for Life event on their campus. They are outgoing and willing to speak to groups and individuals about Relay For Life, with the goal of bringing more exposure, people, and fundraising to the event. They possess strong leadership, mentoring, and recruitment skills. They are strong advocates for Relay For Life within their community using their networks to bring more awareness to the event.

Team Spirit Chair(tbd) – responsible for coaching and mentoring a small group of Relay Team Captains (5-10 per chair) in order for them to understand the American Cancer Society’s mission and how they can contribute by fundraising through Relay For Life. The Team Spirit Chair will demonstrate flexibility in supporting the teams with information, tools, and coaching needed to ensure they experience personal satisfaction while contributing to our goal to finish the fight against cancer. They are responsible for getting teams excited about fundraising and providing incentives so that teams want to fundraise! They will host “team captain meetings” for their group of team captains on their own time rather than having one large team captain meeting. They provide fundraising ideas to Team Captains and coordinate with the other Team Spirit Chairs to share Team Fundraising ideas. They also work with the Entertainment / Activities chair to schedule and assign Team fundraisers both throughout Relay season and day of the event onsite activities and fundraisers.  Individuals in this role are enthusiastic, reliable and accountable, are strong leaders, have knowledge of Relay For Life and the mission of the American Cancer Society, are experienced in fundraising, and have skills in coaching, mentoring, organization, oral and written communication. They are motivators, have an up-beat personality, and enjoy using incentives and rewards/recognition to help teams strive to reach their goal! 

Registration/ Accounting Chair(4) – responsible for handling any money turned in both pre event, during event, and after event. Responsible for working the registration table whenever there is an event that requires participants to “check-in” and collecting and processing cash and checks whenever money is turned in. (at Relay For Life event, pre event fundraisers, team captain meetings, etc.) They are responsible recording offline donations onto the website and for managing online donation adjustments and questions as needed. They work closely with the Relay Specialist and Event Lead to make sure all dollars are being tracked and processed correctly. Individuals in this role work behind the scenes with Team Spirit Chairs to make sure all registration date and fundraising data online is in order. They are very organized and are comfortable doing timely online data entry, serving in a customer service role when it comes to accounting, handling money, and ensuring all policies and procedures are adhered to. 
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