College Reps Task Log

Name: __________________

Quarter: _______________

	A.S.I. Connections

	Task
	Scheduled
	Met
	Intended Outcomes
	Outcomes Met

	Share quarter/week schedule with partner
	
	
	
	

	Schedule meetings w/ partner
	
	
	
	

	Meet w/ President
	
	
	
	

	Meet w/ Programs Coordinator
	
	
	
	

	Attend the Cabinet of Coll. Reps meeting
	
	
	
	

	Present at the BOD meetings
	
	
	
	

	Serve at an internal A.S.I. meeting
	
	
	
	

	Observe office hours
	
	
	
	

	Volunteer at A.S.I. events/ attend meetings
	
	
	
	

	College Connections

	Task
	Scheduled
	Met
	Intended Outcomes
	Outcomes Met

	Schedule Meetings with deans—for the quarter
	
	
	
	

	Meetings with department chairs
	
	
	
	

	Initiate/ maintain the College council 
	
	
	
	

	Make College clubs connections
	
	
	
	

	Student outreach—Table/ classroom presentations/ flyer
	
	
	
	

	College Assessments

	Task
	Scheduled
	Met
	Intended Outcomes
	Outcomes Met

	Identify questions
	
	
	
	

	Identify sources to answer questions
	
	
	
	

	Research/ find the answers
	
	
	
	

	Record the answers 
	
	
	
	

	Prepare a presentation of information gathered
	
	
	
	

	Advocacy Programs



	Task
	Scheduled
	Met
	Intended Outcomes
	Outcomes Met

	Brainstorm advocacy based programs—that meet the constituents’ needs
	
	
	
	

	Identify programs you are committed to organizing for the year
	
	
	
	

	Identify the right quarter for each program
	
	
	
	

	Identify the right date
	
	
	
	

	Identify any co-organizers/sponsors
	
	
	
	

	Plan—agenda, budget, food, setup, logistics, execution 
	
	
	
	

	Implement 
	
	
	
	

	Evaluate & make recommendations for improvements 
	
	
	
	

	Advocacy Initiatives



	Task
	Scheduled
	Met
	Intended Outcomes
	Outcomes Met

	Brainstorm and identify places/departments/ areas/ situations that need attention
	
	
	
	

	Identify what type of attention and action is needed
	
	
	
	

	In consultation with the Dean/ Associate Dean identify avenues for addressing them
	
	
	
	

	Make a plan of action
	
	
	
	

	Implement the plan of action 
	
	
	
	

	Share the initiative with Cabinet of College Reps, BOD, & others
	
	
	
	

	Disseminate information to the students! 
	
	
	
	

	Evaluate the plan/ situation/ outcomes
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Position Title: College Representative                  Reports To: A.S.I. President 
SUMMARY:

The College Representative(s) are responsible to act as a liaison for the students of their respective Colleges.  Twelve student College Representatives serve on the Associated Students, Incorporated (A.S.I.) Board of Directors (B.O.D.).  Each of the six Academic Colleges at Cal State L.A. have two representatives, which include the College of Arts and Letters, College of Business and Economics, Charter College of Education, College of Engineering Computer Science, and Technology, College of Natural and Social Sciences and Health and Human Services.

SKILLS AND ABILITIES:

· Commitment to excellence and high standards 

· Excellent written and oral communication skills 

· Strong organizational, problem-solving, and analytical skills 

· Ability to manage priorities and workflow 

· Versatility, flexibility, and a willingness to work within constantly changing priorities with enthusiasm 

· Acute attention to detail 

· Demonstrated ability to plan and organize projects 

· Ability to work independently and as a member of various teams and committees 

· Ability to handle multiple projects and meet deadlines 

· Creative, flexible, and innovative team player 

· Ability to work on complex projects with general direction and minimal guidance 

· Working knowledge and understanding of A.S.I. policies and bylaws 

ESSENTIAL DUTIES AND RESPONSIBILITIES:

In addition to meeting and maintaining CSULA's academic standards, the following reflects Associated Students, Inc. definition of essential functions for this position but does not restrict the tasks that may be assigned or expected. A.S.I.'s President or B.O.D. may delegate additional duties and responsibilities to this position at any time due to reasonable accommodation or other reasons.

· Search for the College issues that affect students, prioritize those issues, and present them to A.S.I. Board for solution-oriented answers, which then lead to action.  
· Assess and maintain an archive of the constituents’ opinions, needs, desires, as well as the college’s goals and challenges for the year.  This report should be presented along with the State of Affairs report.
· Conducts research to be informed when voting on important A.S.I. matters.
· In addition to the larger issues, a College Representative must be available to deal with the individual needs and concerns of the students.  

· Overall, the College Representative is at the service of the College they represent and the students within; therefore, the position requires impartiality and openness.

· Attends all B.O.D. meetings 

· Relays information from A.S.I. to the College Student Organizations,
including deadlines and funding procedures 

· Relays information from the College to A.S.I. 

· Sits on one (1) or attend one A.S.I. standing committees and sit on one (1) university committee Represents their respective College acts as the liaison to the A.S.I.'s B.O.D. 

· Meets with the Dean of the College once a month to discuss college specific issues 

· Meets with the Presidents of clubs once a month to discuss college and club specific issues and relays information obtained to the A.S.I. 

· Attends all designated committee meetings 

· Maintain strong communication and build relationships with the college dean and/or associate deans, department chairs, and faculty.
Associated Students, Inc.

California State University, Los Angeles 

College Representatives are voting members of the Board of Directors, each representative acts as the liaison between the College and ASI.  In acting as the liaison, they actively search for the College issues that affect students, prioritize those issues, and present them to ASI Board for solution-oriented answers, which then lead to action.  They are the official representative of their College.  In addition to the larger issues, a College Representative must be available to deal with the individual needs and concerns of the students.  Overall, the College Representative is at the service of the College they represent and the students within; therefore, the position requires impartiality and openness.

To address the above stated charge, college representatives must strategically and effectively function within the five identified tracks below:

1. A.S.I. Connections



2. College Connections     
      

3. College assessments
          

4. Advocacy Programs  
 

5. Advocacy Initiatives    
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