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This job description provides a clear overview of the role, benefits, responsibilities, and skills required for student employment positions,
helping both supervisors and student applicants understand the expectations of the job. Please complete the form below with any and all
relevant information for your available job(s). Each unigue job title should have its own job description.

Job Title: SGA VP of Communications Start Date: 06/01/2026 Wage: $17.13

Department: Student Life Work Location: Clarkston: Office 149

Hours Per Week: 10-15
How to Apply: Apply Online by visiting wwcc.edu/current-students/career-services/student-employment-job-descriptions/

Educational Benefits of This Job To Students: (i.e. teamwork, communication, leadership, etc.)

Leadership development through leading of student meetings, civic engagement through advocating for
students, communication skills, and collaboration working in team settings with other students.

Job Duties and Responsibilities:

Serves as the lead Executive Council Member for all internal and external print or digital communications and publications through the collaboration and guidance of a designated campus advisor and the
college’ s Graphics and IT departments.

Coordinate and manage the recording of the Executive Board and Student Club Council meeting minutes and serve as Chair of the respective campus's Services and Activities Budget Committee.
Support Student Club Constitutions, By-Laws, and other Club-related documents to ensure compliance and club management.

Distribute a draft of the meeting minutes to the SGA Advisor within one (1) business day of the meeting and post the approved minutes within three (3) business days.

Administer, manage, and produce all SGA correspondence, financial reports, social media posts, and assist student clubs.

Actively participates in and assists the SGA Executive Team with the planning, implementation, and assessment of all events that support, enhance, and engage students in clubs, as well as shared governance
and encourage local and regional partnerships.

Assist the Executive Vice President in all matters related to the Executive Council, Executive Assistants, and the Student Club Council. In the event of a vacancy in the office of the Executive Vice President, the
interim Executive Vice President shall assume responsibilities.

Available and willing to work at least 8 hours per week and up to 15 hours as needed throughout the Fall, Winter, and Spring quarters.

Able to participate and serve, for up to 40 hours, before the Fall quarter in the preparation and development of SGA goals and activities, attend training, workshops, and conferences. Out-of-area travel and
overnight lodging are required.

Assist in the implementation of action on motions passed by the SGA Executive Council and Student Club Council.

Supports and actively participates in quarterly SGA civic engagement event(s) each quarter to inform and educate students and promote SGA Student Government and Student Clubs.

Assist in the planning, implementing, and assessing quarterly SGA Welcome Week activities and serve ten (10) hours the first week of every quarter to promote, enhance, and engage the student body.
Work with the WWCC Student Life office staff to develop processes and strategies to maximize student involvement and applicants for leadership positions.

Assist Club Representatives in advocating and promoting their respective Clubs, assist with preparing documents and reports at the Student Club Council, and work within a team structure to support, promote,
and enhance all SGA objectives and activities.

Notify Club Advisors when Club Representatives are absent from Student Club Council meetings and events.
Quarterly SGA outreach event(s)— attend events per quarter to show SGA Student Government support and engage the student body.
Attend all Executive and Student Club Council meetings. Three unexcused absences per quarter may be grounds for impeachment or expulsion by two-thirds majority approval of the Student Club Council.

Must adhere to all college course requirements. Demonstrate student success through excellent attendance, completion of homework and projects, and as a positive role model to peers, campus, and the
community.




Minimum Qualifications and/or Education Requirements: (If State or Federal work-study, student must meet eligibility criteria)

Must be enrolled in a minimum of six credits per quarter and pass all credits with a C or above. This
position must maintain a Grade Point Average (GPA) OF 2.5 or higher to be eligible for the position. A
GPA of less than 2.5 will require an immediate resignation from this position.

Preferred Skills: (i.e. Microsoft Office, cleaning, customer service, etc.)

Availability Requirements/ Schedule: (i.e. M, Th: 9am-11am)

10-15 hours a week

Physical Requirements: (i.e. standing, lifting, pushing/pulling, kneeling or squatting, etc.)

Additional Comments:

Walla Walla Community College does not discriminate on the basis of race, color, national origin, sex, gender, disability, or age in its programs and
activities. The following person has been designated to handle inquiries regarding non-discrimination policies: Vice President of Human Resources/ Title IX
Coordinator/Section 504 Compliance Officer; 500 Tausick Way, Walla Walla, WA 99362; 509.527.4382; titleix@wwcc.edu.
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