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Co-Treasurer
Oversees all financial
transactions and fundraising
efforts going in or out of an
organizing committee. Their
primary duties include budget
planning, financial reporting,
record-keeping, and managing
incoming and outgoing funds.

Administration Coordinator
Creation of meeting agenda,
taking meeting minutes,
organizing posters or
communication to all
stakeholders, responsible for
managing email inbox and
delegating tasks to appropriate
committee members.

APPROX.2 HRS/MONTH
 with greater time commitment

leading up to the special events
APPROX.4-6 HRS/MONTH ONLY A FEW TIMES PER YEAR


