
Application for Class Treasurer, Secretary, Deputy 
 
DUE:  APRIL 24, 2017 by 4:15 PM  SUBMIT TO: MR. V IN THE LEADERSHIP OFFICE  
  

 
 
CANDIDATE INFO: Full name: __________________________________________________________   
 
 
Cellphone: ________________________ Email: ____________________________________________  
 
 
Current Grade:  9    10    11  (circle one) ID# __________________________ SLC _______________ 
 
 

Office(s) for which you are applying (circle only one): 
 

Class Treasurer  Class Secretary  Class Deputy 

 

JOB DESCRIPTIONS ON THE BACK OF THIS SHEET 

 
 

WHAT COMMITMENTS MUST YOU BE ABLE TO MAKE IF YOU ARE APPOINTED? 
 

1. Participate in a leadership retreat, conference, or workshop with students from other schools – totally 
inspiring, totally cool. AWESOME. 

2. Weekly Monday morning meetings (8:30 – 9:30 am) / lunch meetings, weekly committee meetings.   
3. Maintain at least a 2.5 GPA throughout your term of office. 
4. Enroll and complete assignments for Leadership study and practice.  This class will meet once a week 

and other days will be about TAKING ACTION.   Occasionally, special meetings will require your 
attendance.  You will receive five credits per semester.  More importantly: YOUR LIFE WILL BE 
CHANGED.   

***Please note that we will ensure at least ONE representative from each SLC is on each class team. 
Questions to Answer 

 
INSTRUCTIONS: On a separate paper, respond to the following questions with a thoughtful and 
thorough answer.  Think paragraph(s) not just a sentence or two.  You can type or use clear 
handwriting.  Be sure to put the number of the question so we know which one you are answering.   
 

1. What is something that you believe your class team should focus on next school year? Why?  
 

2. Detail any past leadership or service experience at Berkeley High School, with any other 
organization or independently.  If you do not have leadership or service experience explain why 
you want to get involved now.   

 
3. Explain what qualities and how your schedule makes you capable of meeting the responsibilities 

of the office(s) for which you are applying.  Refer to the specific duties of the officer in your 
response.     

**More on back** 
 



4. In leadership it is critical that you are a team player.  What do you value most when working with 
others?  Explain using some examples. 

 
5. Optional: If there is anything else you want us to know about you please share.  

 
 

 
JOB DESCRIPTIONS 

 
 
CLASS TREASURER 

1. Modifies and approves or approves draft budgets created by committees for class events and projects. 
2. Maintains a record book of all income and expenses for the class from start to finish of his/her term.   
3. Requests a report of the current account balance from the BHS account manager the first Monday (or 

Tuesday if no school) of every month or when needed.   
4. Analyzes the costs and benefits of various fundraisers to provide advice on class fundraising strategies.   
5. As signatory, approves purchase orders, requisitions and other money requests generated by any class 

officer.    
6. Oversees ticket sales and handling of money for all major events and other sales ensuring that all money is 

accounted for and immediately delivered to the BHS account manager at the end of the sale session.   
 
CLASS SECRETARY 

1. Records all relevant information as meeting minutes, emails these minutes to all class officers, deputies, 
and the ASB secretary, and publicly posts these minutes within 48 hours on the window of the Leadership 
Office. 

2. Reads aloud the minutes of the previous meeting at weekly meetings.   
3. Maintains attendance records of weekly meetings and submits them to the Director of Student Activities 

on a quarterly basis.   
4. Reports suggestions, complaints, and other feedback as they arise and in more formal quarterly reports 

with the Director of Student Activities.   
 
CLASS DEPUTY (8 maximum per class) 

1. Attends and participates in weekly class meetings at lunch and completes assignments for the leadership 
class.   
2. Contributes responsibly to event planning, fundraising or other committees. 
3. Volunteers at class events such as fundraisers and school-wide events such as the Holiday Meal or Back to 
School   
      Night. 
4. Makes an informed voting decision on decisions the class leadership group makes together. 
5. Brings a positive attitude and follows through on promises to get work done. 
6. Uses feedback from the Director of Student Activities and peers to continually improve. 

 
 

** SIGNATURE REQUIRED ** 
• I ensure the above tasks are complete, honest, and are my own work.  
• I submit this document as a representation of my official candidacy for office. 

 
 

 
 

Signed: ________________________________________ Date: ________________________ 
 


