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INTRODUCTION

Officer training and transition is one of the sho
important responsibilities outgoing officer tea
members have to their successors and to t
organization. While outgoing officers may
tired at the end of their term or even looki
forward to "passing the gavel" to the
counterparts, they mustemember how the
were treated when they took office...

e Did your predecessor have a notebo
compiled?

e Did they take the time to clean out the
officer notebook before they gave it to you

e During your transition period, did the
introduce you to individua who were
important resources to them?

e Did your predecessor spend emreone time
with you?

e After your transition did you feel confiden
carrying out the responsibilities of th
position and taking the organization to
new level?

A successful transitio provides a strong
platform for the continuation of all the activitie
and plans initiated by the outgoing officer tea
This guide will provide the process and t
resources to help outgoing officers plan a
implement a strong officer training an
trangtion program.



EIGHT THINGS TO DO BEFORE LEAVING
OFFI CEEé

. Recruit Officers Think about the members and theadlership talents and
skills. Begin encounging specific individals to consider running for a
leadership position.

Interview Officers The interview process benefits both the candidates ¢
well as the organization. Officer candidates developldifigg professional
interviewing/communication skills. Theominees havéhe opportunity to
communicate theigoals, personal prioritieend leadership skills.

. Nominate Officers Many organizations effectively use a nominating committee to first interview

and then recommend officers to run for elections based on their skills and leadership qualities. Aft
interviewing all candidates, ¢tnominating committee slates officers for each position. Through this
process, officers are recommended to the membership for their vote.

. Gather Officer Notebook Content&ach officer should have a /
thorough notebook containing important materials anduchents .

for their leadership position. Outgoing officers should clean
and/or replace other important resources for the officer notebook.

. Meet with New Officers Onen-One The oneon-one meeting is
one of the most important
steps in officer transan. The new officer can walk
through all of the responsibilities related tioeir new
position along withtheir predecessor. This period also
provides structured time for the new officer to ask
guestions and to understand the flow of wdtking their
term of leadership.

. Develop an Outgoing/Incoming Officer RetreAn outgoing/incoming officer retreat will provide

the councHelect a strong foudation of information, resources, and leadership expectations.
Communicate the purpose of the retreat vathattendees. Decide on the retreat activities and
priorities. Determine the length, time and location for the retreatl
Gather the appropriate materials and start the retreat! §

. Develop an OfficeiElect Retreat Getting away from the campu
and its incesant demands can be a refreshing opportunity to give
new leadership of the organization the opportunity to reflect on p

the group. This second retreat offers a concentrated perimuie
for a group to step back and take an objective look at itself.

. Meet with Campus Administrators and Community Lead®sveloping relationships with key
campus and community personnel is one of the many benefits and responsibilities of leadeeship.
new officers should take time to set faodface meetings with the people who will be able to assist
with program development and issue resolution.
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PRE-ELECTION PERIOD

Recruiting Officers

Never forget that the best organizational leaders are

Tl

§ constantly planting seeds in potential officers' heads to *

W for office. Recruiting great officers is the key to succe VO7-¢F ;
AIIITED for any organization. Seek and find individuals who are 0 R/

§ willing to contribute even more than the existing officers. — ‘

Most leaders got involved because someone took the time
to tell them,

AYou have great organizationalomshgei | | s,
membership and ydwave a vision for the futurfer this group. | think the organization
would really benefit from your leadership.”

"Have you ever thought of running for office? | think you would be great as treasurer."

Think about the leadership characteristics that will make the candidaid sut above the rest. What
characteristics are important for this leadership position?

Honesty is the candidate consistently truthful and does s/he expect the same
of others?

Visionary © does candidate have the ability to subordinate individural
organizational interests for the good of the group as a whole; does s/he have tr
ability to understand the long term effect of decisions made to put things in
perspective?

Open mindedness is the persorunbiasedor heavily influenced by strong or
vocal factions in the membership? An open mind toward problems and
solutions is very important.

Sound judgmernt can the potential officer weigh the pros and cons of an argument carefully before
reaching a decision? Does s/he avoid jumping to conclusiomgiick decisions without sufficient
information?

=

Knowledgeable does s/he have a thorough understanding of the
organization and resources availabbe them?

Enthusiasm is there a genuine interest in, and enthusiasm fogdhaks

of the orgaization? Can thepotential officer communicatiat interest /

and enthusiasm to others? —
Creative thinking is s/he open to new ideas and ways of doing thlngs

or is s/he going to do things the way things have always been done?

Tough mindednesgleaderbip can be lonely at the top) can s/he deal with the pressures of
leadership and take the heat of unpopular but necessary decisions?



Strong interpersonal relatiorsloes tle prospective officer have the ability to get along with others, to

be part of a team effort, to give credit where credit is due, and to use strong leadership and diplomacy

needed?

Empathy- can s/he lend an understanding ear to members' concerns? s/Ngilbe available for
consultation, advice and support?

Responsibility- can s/he follow through with commitments? Is s/he prompt?

Willingness to learn most officers will not come in knowing everything, is s/he
willing to learn more?

Initiative - will s/he be comfortable taking the lead
with projects and concerns without waiting for

Q
prompting? I//

Self-confidence- is s/heself assurednd does s/he L
have the ability to inspire confidence in others? =

Y

Interviewing Officers A—'\/

(This is an optional process)

Some organizations greatly benefit from structuredgbeetion interviews. To ensure smooth and appropriate
transitions, officer interviews are recommended. Interviews allow the opportunity to gain an understanding
the capabilities of a potentialdder. Anyone can give a good five minute speech. What those leaders wil
accomplish over the course of their term could be an entirely different story.

\

e Create a professional sag for the interview.

e Common courtesy and basic interview etiquette should be followed.

Important tasks include:

e Create a simple application and have interested individuals fill
out the formand sign up for an interview time.

e On the application form, ask for relevant information including
their name, position they are applying for, grade point average,
previous offices held in organizations, involvement on campus

7
47//’ and reasons for running foffice.

e List times on a sigiup sheet for candidates to choose from for
the interview.

e Post the siglup sheet in an
accessible location.

e Contact each potential officer to
let them know what to expect
during the interview process.
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o Make the applying officer comfortable.
e Ask only job related questions.
e Keep the interview concise and to the point.

e The interview should not last more than3D minutes.

Possible Questions to Ask

Use thought provoking questions to determine an applicant's knowledge base. If the organization does not |
interviews beforelections, consider asking some of the following questions after an officers' speech:

1. Why did you decide to run for this position?
2. What qualities do you possess that qualify you for this position?
3. What do you hope to gain personally through this experkence

4. Give us an example of a situation in which your leadership skills were
tested.

5. What do you think will be the most difficult aspect of being an officer?

3)

~°

6. Describe your most significant college experience.

7. What do you feel are the two biggest issues fathirggorganization?

8. What changes would you like to make for this organization?

9. What are your time demands/other obligations next year/semester

10.Tell us what you know about the purpose of leadership transition.

11.How would your friends describe you?

12. Describenow you have worked with other people to accomplish a common goal.

13.What accomplishment has given you the most satisfaction? Why?

14.How much time do you have to devote to this position?

15.Tell us something about you we would not know from yoﬁ
application.

16. Describe your most rewarding organizational experience.

17.Describe a situation in which you failed; how did you cope with
that challenge?



18.What is the purpose of this organization?

19.What one person has made a difference in your life?
20.What do you see yourself doing five years from now?
21.How would you describe yourself?

22.Would you be willing to run for another office?

23. ?

Nominating Officers

As every oganization conducts their nominating process specific to their needs,
this guide can offer an alternate way of nominating officers. Whatever your
organization decides to do in terms of nominating officers, it is crucial that a
process is determined andreed upon prior to the nominations. In fact, this
process should be explained in your
assistance, be sure to contact your SLD adviS8&low are suggestions on how

to conduct interviews for nominees runnirmg bffice.

e Some organizationsiterview nomineesand

choose officers to run for elections based «
their skills and leadership qualities. In this contextnineesare slated to
be voted on by the membership. This process can eliminate individuals
are simply running for election to serve their own needs. Weeding the
individuals out of the process will strengthen the organization.

ol
T COUNCIL

e If too many individuals are competing for the same position, question
may be important. Asking this question allothe opportunity to shift the
leadership talent so that the team members will complement each other.

When compiling a interviewing committee include knowledgeable
members that are well respected. Include your advisor as a participant and allow hirofforamity
to ask questions as well.

e |t is appropriate to see what time commitments an individual already has
for the coming term (i.e. if they are taking 20 credit hours and working
30 hours a week, they may not have time available for a major legdersh
position). Asking good questions now will save difficulties in the
/ months ahead. These interviews will allow themberdo further probe
/ into the depth of an individual's leadership skills and abilities. Individual
and membership integrity is criticd during this process. The
nominatinginterviewing process should be a mechanism to create an
open environment, not an opportunity to emphasize personal issues ol
agendas. After interviews have been completed, come to consensus o
the best person for theate. Provide the voting members a choice for

elections.




e Summarized biographies for the potential officers should be offered so
members can cast knowledgeable votes on #wtieh of officers. Short
bios should be compiled and provided to all members before the date
elections. This process helps members fully examine their potentia\ .
leaders' credentials. Use the information gathered in the initial office
application fam to streamline the nominating/voting efforts.




SAMPLE OFFICER APPLICATION

Name:

Mailing Address:

Phone:

Email:

Year in School: Major:

Cumulative GPA:

Position running for: (President, Vice President, Treasater),

Previous offices held:

Campus activities (denote leadership positions):

Personal reasons for running for office:

Specific goals for the organization:

Please return the completed form to : (spbyified time and date)




OFFICER NOTEBOOK CONTENTS

Each officer should have (or develop) a notebook containing important materials

and documents for his/her leadership position. Documents and resource materials

used often should be kept handy in the notebook. Outgoing officentdstake

the time to file important historical documents. They should also clean out and/or

replace other recourses for the officetebook. This is a quick chdik of

notebook contents and can be copied for each off

To the Outgoing Officer

This may be the most difficult work in your transition process. If your notebook is

cleaned out and organized, it will make everything else run smoother. This

checklist must be completed by (date) and the notebook igaluest@cessor by
(date). Please get this information in order now.

Tab 1: Governance

Constitution
Bylaws
Officer job description

Other: (Please list)

Tab 2: Agendas/Minutes

Committee reports

Other: (Please list)

Tab 3: Directories

Officer Bam addresses/phone numbers

Member 6s addresses/ phone numbers

Advi sords addresses/ phone numbers

______ Outgoing officeros directory
Emergency phone numbers
Lhiversity directory

Other: (Please list)



