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PREFACE

The office of division vice president has existed for many years and has evolved to meet the needs of the Fraternity.
First, division vice presidents provide a direct link between the local alumni, chapters and the Fraternity. Organizationally they are in a unique position of having direct personal contact with the Arch Chapter (through the division president) and the Central Office on the one hand and with the local alumni and chapters on the other. 
The division vice president’s position is a training ground for future leaders of the Fraternity. Historically, many members of the Arch Chapter have risen from the ranks of the division vice president. Whether you aspire to become a future leader in the Fraternity, your dedication and service to the Fraternity should serve as an inspiration to those with whom you serve and to those who will follow. 

Congratulations on your appointment as division vice president. The division president chose you to fill this important office because of your talents, personality, and commitment to Delta Tau Delta, all of which are essential in your office in the Fraternity.

This “job description” is intended to assist you in performing your duties. It is not designed to answer all of your questions or to solve every problem, which will face you as a division officer. Some of these can be answered in manuals and publications furnished by the Fraternity. Others will come with experience. A working knowledge of the contents of the official Fraternity publications will increase your effectiveness and make your work more rewarding to you and to Delta Tau Delta.

As division vice president, you will play a vital role in preserving and continuing the development of the Fraternity. Your remuneration will be your personal satisfaction assisting the young Delts in their planning and problem solving and in watching them develop into men.

POSITION DESCRIPTION

Position Title:
Division Vice President
Reports To:
Division President
Basic Function: Article II, Section 8 (h) of the Bylaws, establishes the position of division vice president. He shall be appointed by the division president and serve as an advisor and advocate of the local alumni and chapters to which he is assigned.

Duties and Responsibilities: Among those specific duties and responsibilities, the division vice president is responsible to:

1.
Ensure a committed, function chapter advisor and alumni advisory team for each chapter
(a) Recruit and recommend candidates to the division president.

(b) Train and support the chapter advisor and alumni advisory team.

(c) Maintain regular communication with the chapter advisor.

2.
Ensure fully functioning house corporations
(a) Meet once a year with house corporation officers.

(b) Help revitalize house corporations when needed.

3.
Maintain good communication between the Fraternity and the chapters 
(a) Visit each chapter at least twice per academic year.

(b) Phone or write the chapter advisor and officers regularly. 

(c) Meet with the chapter consultants while they are visiting their chapters.

(d) Attend division conferences and the Karnea.

(e) As an ambassador for the Fraternity, make courtesy visits to Delt chapters wherever you may travel.

4.
Build alumni support of the Fraternity
(a) Meet with local alumni chapters at least once a year.

(b) Help establish new alumni chapters.

5.
Assist the chapter in annual planning 
(a) Coordinate an annual presentation of the Fisher Planning Retreat for each chapter to which you are assigned.

(b) Coordinate an annual presentation of the Mission and Values of the Fraternity as part of the Fisher Planning Retreat.
(c) Coordinate with the chapter advisor a planning retreat at the time of officer transition.
6. Actively and consistently enforce the Member Responsibility Guidelines of the Fraternity 
7. Carry out specific duties as assigned by the division vice president
CARRYING OUT YOUR RESPONSIBILITIES

1. To Ensure a Committed, Functioning Chapter Advisor and Alumni Advisory Team for each Chapter
The most important function you will perform as a division vice president is coordinating the recruiting, training, and communicating with the chapter advisor and alumni advisory team in each of your chapters. It is the chapter advisor who is responsible for the day-to-day communication with the chapter. If he is knowledgeable and dedicated to the Fraternity, your job will be far easier.

The ideal candidate to be either a chapter advisor or a member of an alumni advisory team will generally have the following characteristics:

· He will live in the immediate vicinity of the chapter. 
· He will have had some contact with an undergraduate chapter since graduation. 
· He will have the flexibility in his own schedule to meet regularly with the chapter and attend division conferences and the Karnea. 
· He will have an understanding of the Mission and Values of the Fraternity 
· He will be able to communicate easily with undergraduates.

The ideal candidate is usually someone who has worked with the chapter as a house corporation officer, assistant advisor, or an active alumnus. Selecting a person from the same chapter has benefits and pitfalls. He will have a sense of history of that chapter and will probably know its strengths and weaknesses. He will also have a good working knowledge of the host school and will be able to communicate to college officials. Any advisor needs to be open to constructive change and should have the ability to give an objective critique of his chapter’s program. He should not be swayed by local prejudices or influences to the detriment of the chapter’s growth.

In recruiting a chapter advisor or alumni advisory team member, you should be honest and very complete in detailing his duties with the chapter. He should understand the responsibilities of being an advisor as they are outlined in the chapter advisor’s manual and he should be fully committed to devoting the time that is required to know the individuals in the chapter and to understand how the chapter is functioning.

At first, it may seem to be too big a task to assume, but many Delt alumni understand that working with undergraduate chapters is not only a challenge but also a heart-warming reward. The opportunity to help young people learn and grow, and share in the pride of their success is a benefit that is unequaled. 

Do not be discouraged if you are turned down. The alumnus has given you an honest answer about his ability to serve the Fraternity at this time. They are always complimented to have been considered and may indicate their interest to serve at a future date. Document your contacts for your successors as a ready resource to them when they are looking for new talent.

Once a candidate is identified, you should introduce that individual to the chapter and forward his name to the division president of the Fraternity and the Central Office. The division president will then write a formal letter of appointment to the individual as an advisor.

After the new advisor is appointed, you should schedule a time with the chapter to formally install him as soon as possible. 

Training the advisor
tc \l4 "Training the Advisor
There are two key ways of training an advisor. The first is to sit down with him after he has had a chance to read the Chapter Advisor’s Manual and other pertinent chapter programming information and go through it with him. This will give you a chance to emphasize particular program areas that need development in the chapter and it will allow you to answer any questions that he may have.

You should make it a point to keep in touch with the chapter advisor either in person or by phone. A contact once every two weeks during the first several months will help you gauge how the chapter advisor is adapting to his role and give him the opportunity to ask questions. The important thing is to build good, open communication between you and the advisor. Allow the chapter advisor to assume the primary role in keeping in contact with members of his advisory team.

The second way to train an advisor is to encourage him to go to the next division conference. Each division conference has a special program for advisors. This is a time when he can get better acquainted with the Fraternity and have the opportunity to talk with other advisors, to share common experiences and problems. It also helps build his enthusiasm for the Fraternity. 
As you work with the alumni advisory team you should be aware of the amount of time he is spending with the chapter, the level of input he attempts to achieve, and how he is perceived by their chapter. If problems arise between the alumni advisory team and the chapter, you should try to solve them as quickly as possible.

In all instances you should be supportive of the alumni advisory team; if you believe a problem lies with an advisor and not with the chapter, work closely with him to solve the problem. You should also help the chapter work with him.

If any advisor is, for any reason, unable or unwilling to function as a good advisor, you should report to the division president. It has been our experience that a poorly functioning advisor impedes the progress of the chapter. To keep a brother in this crucial position serves neither him nor the chapter. In every instance you should remember this brother has provided dedicated service to the Fraternity and deserves our appreciation and our respect.
2. To Ensure a Fully Functioning House Corporation
The house corporation is a very important partner in the operation of the chapter. Your role is to help build or strengthen communication between the house corporation and the chapter and to recruit new members for house corporations that are not fully or properly functioning. Even if a chapter does not have a shelter, the house corporation can be a vehicle to develop a strong alumni base to work with a chapter, facilitate alumni activity, provide for fundraising for a chapter, and work toward obtaining a shelter for a chapter. You should never criticize the house corporation to the chapter. Instead, you should work to build relations between the two groups.

Plan to meet with the house corporation at least once a year. It is preferable to meet with them at the shelter so you can have a follow-up meeting between it and the chapter’s executive committee. During this meeting you should evaluate how well the house corporation is functioning, how active the members of the corporation are, its current financial standing and its attention to basic shelter administration (planned renovation, employee filings, property taxes, and planned replacement reserves.)

If appropriate, you may want to suggest ways the house corporation may be of assistance to the chapter. These may include immediate or long-range repairs, or improvement of the chapters care of the shelter. The house corporation is the landlord for the chapter and is responsible for the property. They should see their role as one of not only maintaining the property but working with the chapter to ensure the highest standards of upkeep and care of the shelter.

You should also encourage representatives from each house corporation to attend division conferences. These meetings are valuable training sessions to promote sound corporate management. 

3. Maintain Good Communication between the Fraternity and the Chapters
Visiting the chapters assigned to you serves a vital purpose to the Fraternity. It allows you to communicate directly with the alumni and undergraduates regarding the progress of their chapter. In general the purposes surrounding your visit to the chapter are:

1.
To serve as an ambassador and role model of the Fraternity.

2.
To work with the chapter advisor to identify the strengths and weaknesses of the chapter, and resources which may be helpful to alumni and undergraduates.

3.
To get to know the alumni and undergraduate leaders of the chapter and develop a working relationship with them.

Notifying the chapter
tc \l4 "Notifying the Chapter
Contact the chapter advisor at least two weeks in advance, preferably earlier, to inform him of the dates you will be visiting. Include a general outline of your schedule and with whom you may wish to meet. Meet first with the alumni advisory team and then with the chapter president to discuss chapter operations and determine any resources which the chapter may need.

General communication
tc \l4 "General Communication
You can maintain regular communication with chapter advisors and presidents. A call once a month to each will help keep you informed as to the chapter’s progress.

In an organization as large as ours, with so many alumni and undergraduates involved, communication is vitally important. To assist you in your contact with chapters, you will be provided with copies of the chapter consultant’s reports. Copies of special memoranda from the Central Office or division presidents that deal with special problems or significant programs in your chapters will also be provided.

The Central Office receives monthly financial reports (MFRs) from each chapter and the chapter consultants respond to chapters which have fiscal problems. Many of the division presidents, as a matter of practice, forward to their vice presidents copies of the monthly financial statements.

Just as you are copied on all correspondence, it is essential the division president and Central Office be copied on emails or letters you direct to your chapters. You’ll use the telephone or e-mail frequently. Instant communication and answers are important. A longhand note recapping any significant points in your conversation will be most helpful to the division president and the Central Office. 
Since you will have direct contact with local alumni and undergraduate officers, you may hear suggestions for new programs or complaints about the services provided by the Fraternity.  Some of these questions you may be able to answer directly. However, if you discover a problem in the communication between any part of the Fraternity and a chapter, you should quickly notify both the division president and the director of chapter services. This will allow the appropriate person to respond to the chapter quickly and clear up any misunderstandings.

Chapter consultant visits

tc \l4 "Chapter Consultant Visits
Some of the most important meetings you will have will be with the chapter consultants as they visit your chapters. The consultants are directed to call on the division vice president while they are in the area. You should plan to meet with them at least by telephone before they go into the chapters. Your insights as to the current status of the chapter and its operation will be most valuable to the consultant during his visit. Conversely, communicating with the chapter consultant immediately after his visit to your chapters will help bring you up to date as to specific problems, concerns or commitments that need to be addressed.

After each visit, the chapter consultant writes a report on the chapter. That report contains an evaluation of the chapter programs, the chapter advisor, relations with the university and the house corporation and financial standing. You will receive this report within three weeks of the chapter visit. Please review the report with the chapter advisor and chapter.

A follow up visit by you after the chapter consultant visit can pay real dividends. You can follow up his suggestions, and determine the extent of progress being made.

REMEMBER! IT IS IMPORTANT THAT THE FRATERNITY COMMUNICATE TO THE CHAPTERS IN A CONSISTENT MANNER. THE COORDINATION OF INPUT BETWEEN YOU AND THE CHAPTER CONSULTANT IS A VITAL LINK IN THIS COMMUNICATION PROCESS.

Division conferences and Karnea

tc \l4 "Division Conferences And Karnea
The Fraternity’s rules regarding attendance at conferences is very explicit. (Chapters are required to attend each conference annually.) Conferences are one of the most important activities of the Fraternity. They provide a great deal of input and camaraderie for the chapters. No chapter can afford to miss a conference and you should consider it your personal responsibility to make certain that each of your chapters are in attendance and well represented.

The division president will notify the chapters as to the times and dates of the conference. You should make sure they have budgeted an adequate amount of funds and are communicating with the officers and the committee chairmen as to the importance of attending the conference. You should also make sure the advisor and corporation members attend. There is valuable training available just for these alumni positions. 
As division vice president, it is also your responsibility to attend each and every conference. You will be notified in time to make plans to attend. In many cases you will be called upon to provide leadership at the conference. It is also an excellent time to meet with the new chapter officers and help them to begin planning their programs. Finally, it is a time for you to meet with other leaders of the Fraternity, to share experiences, and to develop your skills.

Visitation to other chapters

tc \l4 "Visitation to Other Chapters
A division vice president really serves the entire division and the entire Fraternity. If you have occasion to travel to other areas of the country, you are encouraged to make visits to Delt chapters in those areas. You should first contact the local division vice president and the Central Office. The sole purpose of your visit is to carry greetings from other chapters and to acquaint yourself with another chapter of the Fraternity. You should avoid any social situations that could be embarrassing to you or to the Fraternity. Normally, these trips are not reimbursable.

4. Build Alumni Support of the Fraternity
Established alumni chapters

Within this Fraternity lies a force which, if properly stimulated, can be a powerful factor in the future progress of Delta Tau Delta: the Fraternity’s alumni chapters.

An important responsibility will be to visit alumni chapters in your area, to keep them informed about, and interested in the Fraternity. Some alumni chapters hold regular monthly luncheons; others meet only on special occasions such as Founders Day. Your visits should be scheduled to coincide with some established program. In many cases you will be the highest ranking Fraternity official at that program. As such it is appropriate for you to take a few minutes to speak to the alumni chapter about the program for the Fraternity, the progress of the undergraduate chapters, and to thank them for their continued interest in and support of the Fraternity.

If possible, try to arrange a meeting with the alumni chapter officers to assess their operation. You may wish to offer specific suggestions to the officers as to programs and methods whereby they can increase local interest, attendance and participation. You will want to give a special emphasis to programs that bring alumni chapters into contact with nearby undergraduate chapters. The most active alumni chapters are those which have developed joint projects and a good working relationship with a nearby chapter. The Central Office has resources available to assist you in addressing these topics.

Potential alumni chapters

tc \l4 "Potential Alumni Chapters
You may also have in your area a large group of alumni who have not formed an alumni chapter. If the proper leadership can be located, an alumni chapter can be organized (or reorganized) and become a sound, contributing unit of the Fraternity. The Central Office will provide you with a roster of all Delts in a given geographic area by zip code, by class, by chapter, etc. The staff may be able to provide you with the names of one or more men who might shoulder the organization load. No one can be more instrumental than the division vice president in contacting and interesting one or more men in a specific area in organizing an alumni chapter. Likewise, this can be one of the most satisfying experiences as a division vice president.

Reporting of progress

tc \l4 "Reporting of Progress
A brief report following your visit with an alumni chapter, active or inactive, will be helpful. It should include a survey of alumni chapter programs and activities, an appraisal of leadership, and any ideas that you think may improve the chapter. In the case of an inactive alumni chapter, you will want to comment on the interest and leadership potential of each alumnus contacted.
5. Assist the Chapter in Annual Planning
The Fraternity has learned through experience that the chapters need continuous input from alumni volunteers to properly plan their operations in a sound manner on an annual basis. The Annual Achievement Agreement prepared by the chapters annually is designed to assist in this important function, but many chapters fail to make full use of this tool. In 1997, the first John Fisher Conference for alumni training prepared alumni volunteers in presenting planning and strategy sessions with the chapters to facilitate proper planning. As a division vice president, one of your duties is to coordinate an annual presentation of the Fisher Planning Retreat for each chapter to which you are assigned. This does not mean you have to conduct the retreat; only that you have to arrange for the retreat to be presented by a qualified presenter at each chapter to which you are assigned on an annual basis. This should usually be made the initial session of a chapter retreat. If you do not have Fisher Training yourself, contact the Central Office for identification of local alumni who have received that training. You should also coordinate an annual presentation of the Mission and Values of the Fraternity as part of the Fisher Planning Retreat.

6. Actively and Consistently Enforce the Member Responsibility Guidelines of the Fraternity 

The division presidents have committed they will actively and consistently enforce the Member Responsibility Guidelines established by the Fraternity. The division presidents will in great measure rely on the division vice presidents to ensure this is carried out. You must be conversant in the Member Responsibility Guidelines applicable to the chapters and any time you acquire knowledge that a violation has occurred, you should immediately report it to the division president and to the director of chapter services. You should, upon learning of any violation in progress, take steps with the alumni advisory team to immediately stop the violation from continuing.

7. Carry Out Specific Duties as Assigned by the Division Vice President
The division presidents have many fraternal obligations and will often rely on you for assistance for various needs of the division. In addition, there are other specific areas where you can assist your division and the Fraternity.

PROVIDING LEADERSHIP IN THE FRATERNITY’S EXPANSION PROGRAM
The expansion program of the Fraternity should be important to the division vice president. You are best able to know and maintain contact with colleges and universities in your area and to identify those institutions at which expansion opportunities may be possible. You are also in the best position to build alumni support for colonies and petitioning groups, and to provide regular contact with colonies once they are established.

One of the most exciting and rewarding experiences that any officer of the Fraternity can have is being involved with a petitioning group, helping to see them through the colony stage, and finally seeing them installed as a chapter of the Fraternity. Colonies require additional counseling and have slightly different challenges than existing chapters, but you will find that they are receptive to advice, will try harder to excel and, in fact, expect demanding standards.

There are many campuses where we are not currently represented that offer a good fraternity environment. An awareness of the Fraternity’s colonization will help you decide when to recommend a university. The Constitution offers the most complete list of chartering criteria and additional support is available by consultation with the Central Office staff.

Our best colonies have been born of solid, practical groundwork laid prior to the actual colonization project. In each case, two ingredients have proven to be essential. The solid support, both in word and in practice, of the institution, and the firm commitment of support from local Delt alumni. 
As you identify opportunities for expansion, work closely with your division president and the Central Office. If a colony is to be formed, it requires close coordination between the university/college, Central Office, and local alumni.

Records
You will want to keep files on each of your chapters. They will provide an easy reference for each chapter visit and will also provide a historical view for your successor.

You should keep the following information in the chapter files:

1.
Copies of consultant reports.

2.
Copies of division vice president reports.

3.
Past and present chapter officer sheets.

4.
Copies of important communication with the chapter.

It is not necessary to keep copies of form letters, meeting notices, dues notices, etc. in the chapter files although you may want to have a general correspondence file for your personal reference.
The Central Office will send the officer sheets to you upon request. You can assist the Central Office by sending updated information to them as you become aware of it.

Official Documents and Publications
To be an effective, contributing division vice president, you need a thorough knowledge of the Fraternity. To assist you with the required background information for your work, you will be sent copies of the following official documents:

Constitution and Bylaws of the Fraternity

Division Constitution and Bylaws
Member Responsibility Guidelines
Life of Excellence

Copy of the Fraternity Awards and Accreditation Report
All of these publications are charged out to you during your tenure of office. They should be turned over to your successor at the conclusion of your service.

In addition, you should ask each of the chapters for an updated copy of their Bylaws.

Make good use of the above materials. If you have any questions regarding any of these documents or recommendations as to their revisions, or the addition of new guides or handbooks that might be useful to your chapters, please advise the Central Office.

