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    California Phi Beta Lambda

2011-2012 State Officer Application

THE DECISION TO RUN FOR STATE OFFICE

Service as a state officer is an opportunity to gain valuable leadership experience and contribute to the development and advancement of California Phi Beta Lambda.  This guide provides information about state officer candidate eligibility, the selection process, and an overview of the expectations, responsibilities, and activities of state officers.  

To be successful in the State Officer selection process, be sure to carefully review and consider the following: 

· Review this guide and be familiar with state officer responsibilities and selection requirements.

· Meet with your local chapter adviser, family, school administrators, chapter members, employers, and other significant parties to discuss applying for state office and gain their support.

· Obtain support from the president, adviser, and members of your local chapter.  You will work with your chapter as a team as you carry out your state officer duties and responsibilities.

· Familiarize yourself with the FBLA-PBL’s mission, history, bylaws, publications, programs, and activities.  The Chapter Management Handbook and the state and national websites are excellent resources.
QUALIFICATIONS
All candidates must:

a. Have an official representative of your school serving as the chapter adviser.

b. Be a paid member in good standing in a PBL chapter at the school in which he/she is enrolled.

c. Be enrolled as a member at a higher education institution with a Phi Beta Lambda chapter at least through the end of the 2011 - 2012 academic year.
d. Be familiar with key business concepts (courses, workshops, organizations, etc.).
STATE OFFICER APPLICATION PROCEDURES
1. Candidates for state office must submit the following items by March 21, 2011 to statecandidate@capbl.org :

a. State Officer Candidate Application
b. State Officer Candidate Writing Sample
c. Résumé (highlighting FBLA-PBL, leadership, and industry experience)
d. Letter of recommendation for State Officer candidacy from a chapter colleague; chapter president, chapter adviser, chapter officer, etc.  Letter may not come from a current State Officer or State Staff Member.
2. Candidates must bring a copy of their official or unofficial transcripts to the interview on Friday, March 25, 2011.  Candidates will be contacted to schedule an interview appointed by the State Officer Selection Committee via email.  Interviews will be conducted on Friday, March 25th, 2010 at the State Business Leadership Conference at the Hotel Maya in Long Beach, CA.  
STATE OFFICER SELECTION PROCEDURES
To ensure we have qualified candidates applying for office, candidates will participate in the State Officer Selection screening process.  During each section of the selection process, candidates will be graded on a rubric by both the State Officer Selection Committee and Chapter Representatives.      
Step 1:
Submit the Candidate Application Packet, Writing Sample, Resume, and Letter of Recommendation by March 21, 2011 to statecandidate@capbl.org.  The application materials will be graded on a 100-point scale by members of the State Officer Selection Committee.  Candidates must receive a minimum of 60 points in order to qualify for an interview. 

Step 2:
A 10-minute interview will be conducted with the State Officer Selection Committee on Friday, March 25, 2011.  Time TBA.  An appointment will be set with each candidate prior to the conference.  The interview will be graded on a 100-point scale.  Candidates must receive at least 60 points in order to qualify for the question and answer session.

Step 3:
Qualified candidates will go through a 30-minute question and answer period with the membership.  This question and answer period will take place during the Opening Session.  The Q&A session is open to all members.  Each candidate should come prepared to state their name, chapter, current FBLA-PBL qualifications, and goals for California PBL. Each chapter will have one Chapter Representative that will vote on behalf of the chapter.  Voting will be administered through conference headquarters on Saturday, March 26, 2011.  
Step 4:
Candidates that pass the application, interview, and Q&A portions will be approved as State Officer candidates.  A percentage of the application, interview, and voting scores are calculated to determine each candidate’s final score.  Candidates achieving the highest score will be selected to the state officer team.  The new state officers are announced at the Closing Ceremonies and sworn into office immediately following.

Step 5:
The newly elected state officers must attend a mandatory breakfast meeting on Sunday morning on March 27, 2011 at the Maya Hotel.   Time to be determined.  
NOTE:  If an office position is not filled at the State Business Leadership Conference, applicants will be appointed following the State Business Leadership Conference.  
DUTIES & RESPONSIBILITIES OF STATE OFFICERS
1. As a state officer, you are a member of the State Executive Board.  This officer team plans projects, implements programs, workshops, and conferences.  Your main duty is to be a contributing member of the team and provide support not only for your fellow officers, but for the members of California Phi Beta Lambda.

2. All state officers are required to attend all State Executive Board meetings and training sessions, as well as all official state conferences and related-activities.  
3. State officers are expected to possess a strong base of knowledge about the association and be capable of discussing ideas and issues affecting the state chapter intelligently.

4. Officers must keep up to date on correspondence.  Copies of all official correspondence must be sent to the state staff team and state president promptly.

5. Each officer is responsible for a monthly report based on the team’s program of work.

6. It is strongly recommended that state officers attend the National Leadership Conference and the Institute for Leaders program.  It is strongly recommended that any member applying for state office should apply for the NLC/IFL Scholarships, which must be received by the National Center by April 1st.
7. Additional responsibilities of state officers include:

a. Prepare and deliver appropriate presentations when asked to visit schools, conferences, and at business and civic groups.

b. Communicate with Phi Beta Lambda members through appropriate newsletters and online venues.

c. Recruit new members and chapters.

d. Support your local chapter and its activities.

e. Contribute ideas for improving California Phi Beta Lambda.

8. State officers shall serve as a model representative for Phi Beta Lambda public relations.  State officers are called upon many times to make presentations before professional and student organizations and at times may need to miss school to represent the Phi Beta Lambda.

Duties of the President
Duties of the President of the President
1. Preside over and conduct all State Executive Board and State Chapter meetings.

2. Maintain State Budget and record of all financial transactions.

3. Lead the planning of California Phi Beta Lambda conferences.

4. Appoint committees and serve as an ex-officio member of each committee.

5. Fill state officer vacancies by appointment as appropriate, subject to approval of the state adviser and majority vote of the State Executive Board.

6. Give the state oral report at the National Leadership Conference following his/her year as president.

7. Oversee the Presidents Council
Duties of the Vice President of Business Relations
1. Secure non-dues revenues through sponsorships, contributions, and state-sponsored fundraisers.  

2. Obtain business partners for the benefit of the State Chapter, and provide members with access to those business partners.
3. Maintain partnership records for the State Chapter.

4. Secure positive publicity and press coverage of California PBL activities and programs.

Duties of the Vice President of Communications & Technology
1. Compose the California PBL Monthly E-mail Blasts.

2. Preserve connection between State and Local Chapters

3. Update test of news articles of state website.

4. Promote chapter unity and communication.

5. Encourage Adviser involvement.

6. Oversee the IT Department.
Duties of the Vice President of Programs
1. Oversee all state programs (i.e. Next Top Chapter, Honors Recognition).

2. Promote national programs

3. Manage chapter participation in the State and National Awards Program.

4. Maintain records for chapter and member recognition.

5. Develop the California PBL Awards Program (CAP).

6. Assistant manager of all state conferences and activities

7. Chair the State Officer Aid Committee
Duties of the Northern Vice President & Southern Vice President
Vice Presidents will fulfill the following duties in their respective areas:

1. Recruit and retain chapters.

2. Promote and support the Virtual Chapter

3. Follow up with Chapter Organization Packet (COP) Requests.

4. Maintain COP and membership records and databases for the state chapter.

5. Build PBL Alumni database and promote Professional Division membership. 

6. Improve communication, and ensure PBL involvement with the FBLA and Middle Level.

7. Correspond with FBLA members and recruit FBLA graduates.
8. Oversee the Inter-Chapter Relations Council (ICR)
FINANCIAL NOTES
Limited funds are available to cover approved travel, lodging, and expenses for the state officers when 
attending official meetings and activities.  A budget will be developed and approved by the state executive board at their first meeting each year and maintained by the State President throughout the year.
Name badges and business cards will be provided for all newly elected officers.

Complimentary registration will be provided for the State Business Leadership Conference for each officer.  Hotel rooms at this conference are the responsibility of the officer and/or his/her chapter.

Note:  No student shall be denied the right to serve as a state officer because of limited finances.  It is the responsibility of the local chapter adviser to notify the state staff team of a potential candidate in this situation.

CALIFORNIA STATE OFFICER CODE OF CONDUCT
State officers serve as ambassadors for the association and their conduct and deportment are critical to the success of their mission.  State officers are expected to abide by this code.

State officers who violate or ignore the elements of this Code of Conduct subject themselves to:

A. Being removed from the Phi Beta Lambda conference at their own expense.

B. Have any honors or offices cancelled and withdrawn.

Code of Conduct
1. State officers shall behave in a courteous and respectful manner, refraining from language and actions that might bring discredit upon the California Phi Beta Lambda organization.

2. State officers shall fully participate in all appropriate activities, conferences, workshops, business meetings, etc. for which they have responsibility.

3. State officers shall abide by the official FBLA-PBL Dress Code.

4. State officers shall be willing to take and follow instructions as directed by those responsible for them.

5. State officers shall avoid places and actions that in any way could raise questions as to their moral character or conduct.

6. State officers shall treat all members equally and with respect.

7. State officers participating in Phi Beta Lambda assignments shall not damage or deface property.  Damages to any property or furnishing in hotel rooms, private accommodations and/or building will be paid for by state officers at their own expense.

8. State officers shall communicate any circumstances that prevent them from carrying out predetermined plans or assignments to their state president, local adviser and state staff team.
9. State officers are not permitted to wear any campaign materials at the State Business Leadership Conference, nor are they allowed to campaign for a candidate for State office, or serve as a campaign manager, except when campaigning for oneself.

	I. Personal Information

	Last Name:       

First Name: 
 

     

  MI:       
Birth Date: 
     
 / 
     
 / 
             

Gender: 
                                  


	Contact (School Year, Current)

	

	Address:
     

Cell:
(      )        -       
       City:
     

State: 
   Zip:       

Alt. Phone:
(       )        -       


  E-mail:
      

AIM:
      


	Contact (Permanent)
	 FORMCHECKBOX 

	Same as above

	Address:
      


       City:
      

State: 
  

Zip:       

Phone:
(     
 )     
 -      


	Academic

	Major:       

2nd Major or Minor (if applicable):       



Year in school:       

Career Goals:       



	Miscellaneous

	Do you have access to a car?       

How many years have you been in FBLA?    
In PBL?       


	II. Chapter Information

	School:       

Adviser: 
      

Address:
      

Phone:
(     
 )       -       


       City:
      

State: 
   
Zip:       

Fax:
(     
 )     
 -      


  E-mail:
      

Year(s) as PBL Adviser:
      



	III. Position Information

	Office applying for:

	
	State President
	 FORMCHECKBOX 

	State Vice President  
	     


	IV. Writing Sample

	In the space provided below, please respond to the following prompt in a well-crafted e-mail.
January 1, 2011

To Whom It May Concern:

I just started at Western State University, and I participated in FBLA in high school.  I am interested in participating in CAPBL this year, and possibly starting a chapter at my school.  What are my options?  Can I participate this year without starting a chapter?  How do I register as a member?  What do I need to do to start a chapter at my school?
Thank You,

Jason Ishibashi

Western State University
jason.ishibashi@weststate.edu

Be sure to include the following:

· Introduce yourself and welcome the perspective member

· Respond to the options the member has for participating this year

· Help the prospective member register

· Provide information about how to start a chapter

· Write your email reply with care: clear, detailed, concise, professional and polite


	     


	V. Questions

	What are your goals and expectations for California PBL for 2011 - 2012?

     

	What key message about Phi Beta Lambda do you communicate to current and prospective members?

     

	

	For the position under which you are applying, please answer the questions below.

	State President

	What do you think is most important about being the State President?
     

	State Vice President

	What do you think is most important about being the State Vice President?
     


SUBMISSION OF CANDIDATE APPLICATION
A. Deadline.   Completed applications must be received no later than 11:59pm on March 21, 2011.
B. Attachments.  This application must be accompanied by the following documents:

1. Résumé (include relevant PBL activities and offices)
2. Letter of Recommendation from FBLA-PBL collegaue
C. Submission.  Email completed application packets, résumé, and letter of recommendation to statecandidate@capbl.org.  
D. All materials must be typed.  You may either use this form or supply computer generated (scanned copy) forms.  No faxes accepted.  
E. Interview.  Candidates will be contacted regarding an interview time after all applications are received.  Candidates must bring the following:
1.  Current transcript (official or unofficial)

2. Application Certification (below)

QUESTIONS
Questions about the application or campaign process may be emailed to statecandidate@capbl.org.

APPLICATION CERTIFICATION
To become a state officer of California Phi Beta Lambda requires a commitment on the part of all parties involved.  In order to make that commitment, each party must understand their responsibility in this leadership experience.   In order for this application to be accepted, all appropriate signatures must be completed.

Certification by Applicant
If elected to serve as a California Phi Beta Lambda state officer, I agree to: (place an “x” in each box)

· Remain committed to my education and family obligations

· Make FBLA-PBL state service a top priority after my education and family responsibilities

· Promote the growth and success of California Phi Beta Lambda chapters

· Follow the established state officer guidelines, procedures, and regulations

· Attend all State Officer Meetings and Trainings
· Attend all State Business Leadership Conferences
· Cooperate with my school officials, local chapter advisers, and state chapter leaders at all times
· Perform all assigned officer responsibilities
· Keep my school administration, local adviser, and state leaders informed of all activities and results
· Maintain the highest degree of personal honor, integrity, and ethics

Candidate’s Signature 






 Date 




Certification by Local Chapter Adviser

If _________________ is elected, I agree to: (place an “x” in each box)
· Support this officer if he/she is elected

· Ensure that all school policies regarding t ravel and absences are followed

· Ensure that school officials are appropriately informed of the officer’s activities

· Monitor the officer’s academic program

· Assist the officer with the successful performance of his/her duties and responsibilities

· Communicate with California Phi Beta Lambda leaders regarding officer performance issues

Adviser’s Signature 






 Date 




Certification by School Administrator (e.g. Dean, Dept. Head)
If _________________ is elected, I agree to: (place an “x” in each box)

· Support this officer if he/she is elected

· Support the adviser’s role throughout the year, including attendance at appropriate events

· Enable the officer (and adviser if appropriate) to attend required events

Administrator’s Signature 






 Date 


_______
Administrator’s Position 






 Email 
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