c A.S.l. Executive Director Strategic Project and Task List
June & July 2017

Ongoing General Tasks:
Oversee success and challenges outlined on all fulltime staff project lists
and responsibilities
o Attend Student Life Council meeting — biweekly
o Fulltime Staff Meetings — biweekly
o Ensure the successful development and implementation of the A.S.I.
Strategic Plan for 2018-23.
o All A.S.l. Staff Meetings (lead by Dena)
o Review student assistant evaluations & ETR's for merit
o Manage eligibility check; follow up, student counseling, paperwork, etc.
o Process benefits and payroll for fulltime and student assistant staff
o Oversee the development of the summer leadership & retreat planning.
. Update Annual Calendar of Meetings
. Review month ticket sales reconciliation (provided by Dena)
. Review and sign all RPP’s
. Securing final signature for the approval of the 2017-18 Proposed
Operating Budget
o Club Funding Payment Review
. Support management of Executive Officers, College Reps (Ashley
provides direct staff support to College Reps), Reps-at-Large, Associate
Justices, and Cabinet of Commissioners. (goal setting and assessment,
effective oversight meetings, providing praise/constructive feedback, and
performance assessment)
. Review all applicable COP and policies
. Ongoing Training:
o] How to lead with integrity.
o] How to manage professional staff team.
o Website Improvements:
o] Update Committee membership and view - completed
e Committee Position View will show
0 University Wide Committees
0 Academic Senate Committees
o0 College Specific Committees
o] FAQ Development - Ongoing
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Area, Position, and Staff Project and Task Oversight List:

A.S.l. President — David Zitser
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Managing relationship with President Covino - Establish series of productive

meetings between the University President and the new A.S.I.
administration.

Grants & Donations — Develop memo requesting A.S.l.’s ability to accept
and manage grants and donations with University support and guidance.

College Council Development - Support effort to establish a council in
each college.

A.S.l. Ad Hoc Committee Support

= Alternative Funding and Referendum Ad Hoc Committee
» Strategic Planning Ad Hoc Committee

»  Workflow and Biweekly Ad Hoc Committee

= Scholarship & Awards Ad Hoc Committee - 2016-17 direction needed

A.S.l. VPA - David G.

Work with Marcus to ensure VPA has budget support to accomplish initiative

and program goals.

Monthly Administrative Unit Meetings to coordinate organizational
efficiency.

Ensure Cabinet of Commissioner support during transition of focus and
purpose.

A.S.l. VPF — Aaron

Review all Finance Committee policies and update
Alternative Funding and Referendum Ad Hoc Committee - develop
timeline for presentation to the Board of Directors to following
= referendum,
= fee indexing of student body fee,
= grant development game plan
= donation initiative game plan
Manage and oversee:
= Budget Priorities based on unrestricted funds
= 3&9 budget review
= 6&6 budget review
= 9&3 budget review
= Annual budget review 2018-19
Ensure club funding requests are managed efficiently (Dena provides
essential staff support)
Ensure A.S.l. expends funds efficiently stretching the student dollar

A.S.l. VPAG - Neyda
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Work with Marcus to determine the game plan to support VPAG and
Shared Governance area.

. Review budget allocations for 2017-18 incentive funding allocation
Ensure the timely creation and distribution of appointment memos to the
campus (ongoing)

. Develop marketing for open A.S.I. and Committee positions— (ongoing)

. Expand support of Academic Senators and vehicle to share what is going
on in the Academic Senate with the general campus community
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A.S.I. VPEAA - Marcos

o Assist with timely travel coordination to CSSA and CHESS ensuring Cal State
L.A.’s student voice is representative (Dena)

o Recruitment plan to expand Cal State L.A. student’s leadership presence
at CSSA

o Expand Lobby Corp involvement campus and state wide

o Ensure resolution development is vetted prior to BOD presentation

o Increase student understanding of how to engage civically

o Assist VPEAA with sharing criteria to attend CSSA with interested A.S.I.
members

o Market local CSSA meeting to Cal State L.A. students and encourage
attendance

A.S.l. Secretary/Treasurer — Jazmin
o Review Appointment Process and make needed recommendations via
policy
o Biweekly Ad Hoc Committee support
0 GIA Processing and Accountability Oversight (Dena)
0 Ensure 5t 10t and 15t week GIA payments (Dena)
0 Assist with GIA cost of living adjustment for A.S.l. student leaders
¢ Clarify role and support the Secretary/Treasurer should be offering to A.S.I.
President
0 Increase availability in the office and support of A.S.l. President
e Ensure the history of A.S.l. is recorded and maintained
e Ensure collaboration with new member orientation with Elections and
Orientation Commissioner is managed well

Chief Justice — Jeo
e Develop a Roberts Rule Certification Process for JRC and A.S.l. Members
e Oversee the review of every A.S.l. Policy and make recommended
suggestions
e Ensure A.S.I. complies with Gloria Romero Act
e Support Associate Justice team with grievances
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Board of Directors:

/ e Ensure BOD members receives everything they need to be successful in

Assotiated Students, Inc. their areas of responsibility

e Ensure BOD members understand their role and importance in shared
governance at Cal State L.A.

e Ensure BOD members understand their role as a BOD member and legal
responsibility
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Dena:

e Monthly reconciliation of A.S.I. Budget
¢ Club Funding reconciliation

e Travel Review

e 2016-17 Audit preparation

e Monthly sales audit of tickets

Marcus and Ashley:
e Evaluations for programs and initiatives
¢ Calendar and leadership development curriculum for 2017-18 Board of
Directors.
0 Summer Training — nearly complete
0 Retreat Plans — Summer and Winter
¢ Alternative Break 2018 planning

Marcus and Gus:
o Develop marketing priorities for 2017-18

Alix:
e BOD Minutes
e Perfect the appointment process
0 Manage application collection, distribution, and posting on
website
e Collection of all A.S.I. correspondence
¢ Manage eligibility submission on a biweekly and semester schedule
¢ Member updates on website
e Appointment memos
e Support special projects
e Research requests
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