Vice Chair / Secretary, Memorial Union Student Advisory and Activities Board (MUSAAB)
Position Description
The Vice Chair / Secretary of the Memorial Union Student Advisory and Activities Board (MUSAAB) supports the Chair and helps maintain the organization and continuity of the Board’s work. This role is primarily responsible for recording meeting minutes, tracking attendance, and documenting Board discussions, recommendations, and action items.
Working closely with the Chair, Board officers, and Memorial Union leadership, the Vice Chair / Secretary helps ensure that Board meetings are clearly documented and that important information is shared with members in a timely and organized manner. This position also assists the Chair with meeting preparation, follow-up communication, and other administrative support as needed.
Key Responsibilities
The Vice Chair / Secretary is responsible for:
· Taking accurate meeting minutes during Board meetings
 · Recording meeting attendance
 · Documenting major discussion points, recommendations, decisions, and action items
 · Sharing meeting minutes with the Chair and appropriate Memorial Union staff
 · Assisting the Chair with meeting agendas, materials, and follow-up communication
 · Helping track ongoing Board projects, recommendations, and unfinished business
 · Supporting clear communication and coordination among Board members and Memorial Union staff
 · Assisting with Board transitions, recruitment, and onboarding when needed
 · Filling in for the Chair when necessary or when requested
 · Supporting an inclusive, respectful, and productive meeting environment
Minimum Qualifications
To be eligible for the Vice Chair / Secretary position, an individual must:
Be a currently enrolled Oregon State University student
 Be an incidental fee-paying student
 Be an active MUSAAB member with full voting rights
Officer qualifications also require the following:
Undergraduate students must
Maintain a minimum 2.0 cumulative OSU GPA
 Be enrolled in at least 6 credits
 Be in good standing with the university
Graduate students must
Maintain a minimum 3.0 cumulative GPA
 Be enrolled in at least 5 credits
 Be in good standing with the university
Preferred Qualities
Preferred candidates will demonstrate:
· Strong written communication skills
 · Organization and attention to detail
 · Dependability and follow-through
 · Ability to take clear and accurate meeting notes
 · Professional judgment and discretion
 · Commitment to collaboration and student representation
 · Interest in the Memorial Union and its role in campus life
Term and Appointment
The Vice Chair / Secretary serves a one-year term. The position is filled through the selection and appointment process established in the MUSAAB bylaws. The process begins during spring term and includes committee review, recommendation, and appointment by the Memorial Union Director.
Time Commitment
This role includes time for participation in scheduled Board meetings, taking and finalizing meeting minutes, assisting with meeting preparation, follow-up communication, and supporting Board-related projects or events as needed.

Website/Engage blurb
Help keep the Memorial Union Student Advisory and Activities Board organized and moving forward. As MUSAAB Vice Chair / Secretary, you’ll record meeting minutes, track key discussions and action items, and support communication between Board members and MU leadership. This role builds career-ready skills in organization, written communication, teamwork, and professional follow-through.

