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The Vietnamese Student Association aspires to preserve and promote Vietnamese culture at Portland State 
University and the surrounding community by hosting cultural events, and providing programs and support for 
students to establish a common ground for cultural awareness. 
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Requirements: 

 Current Portland State University student 

 Enrolled in a minimum of 6 credits course(s) 

 GPA of 2.5 or above 

 Office hour of at least 2 hours per week 

 Attendance at VSA speech presentation recording on May 27th, 2009 (SMSU 238, 15:00 – 16:00) 

 Attendance to New Officer Beach Retreat (Time, Date, Location: TBA) 

 

 

Application Position (Please refer to position description and choose one): 

 President 

 Vice-President 

 Treasurer 

 Secretary 

 Historian 

 Webmaster 

 Public Relations Coordinator* 

 Children’s Program Coordinator* 

 

* Vietnamese language proficiency is a requirement for this position. Dedication of every other Sundays for 2 

hours is required for the Children Program Coordinator, whose main priority is to facilitate the Children’s 

Program. 

 

 

Applicant Information: 

Full Name: ____________________________________________________________________________ 

Major / Minor: ________________________________________________________________________ 

 Year in school: _________________________ Anticipated graduation date: ______________________  

Affiliation:                                     PSU VSA Member       Non-PSU VSA member 

 

Contact Information: 

Phone: ____________________________ E-mail: ____________________________________________ 

Preferred method of contact:   Phone                           E-mail 
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Basic Inquiries: 

Please describe any recent leadership experience you may have that makes you qualify for the position 

to which you are applying. (You may use a separate sheet of paper if necessary) 

 

 

 

 

 

 

Have you had any experience working with any Vietnamese organizations within the community? 

 

 

 

 

 

As a student leader, you are expected to keep a balance between your duties as a VSA Executive Officer 

and being a student. Do you feel you are capable of managing this position successfully taken into 

consideration the time commitment required to fulfill your duty? (You are encouraged to describe 

examples that demonstrate your capability.) 

 

 

 

 

 

 

 

 



 

Return application to: 
VSA Office: Smith Memorial Student Union M107H (2

nd
 Floor) 

Contact person: Albert Pham, VSA Election Coordinator  |   albertp@pdx.edu   |   503.329.0553 

Vietnamese Student Association Officer Position Description: 

President: The President shall be the chief executive administrative officer of VSA. S/he is responsible for overseeing the success of the 
organization. S/he shall ensure that all VSA officers perform the duties of their respective offices, and shall be responsible for the welfare and 
the dignity of VSA. 
-Presides at all meetings 
-Prepares the agenda for meetings 
-Supervises, directs and facilitates activities and affairs of VSA 
-Delegates responsibilities to maintain the stability of VSA 
-Acts as the spokesperson and primary person of contact for VSA 
-Oversees elections (if not running for a position him/herself) 
 
Vice-President: The Vice-President shall assist the President in the performance of such VSA duties as may be requested by the President. In 
the event of absence, death, resignation, disqualification, or removal from office of the President, the Vice-President shall assume the duties of 
the President. 
-Substitutes for President at meetings 
-Aids the President in preparing the agenda for meetings 
-Oversees activity planning 
 
Secretary: The Secretary shall be the chief reporter and correspondent of VSA. S/he shall keep a true record of all matters pertaining to VSA 
and shall verify concerns when necessary. 
-Keeps minutes of all meetings 
-Must post meeting minutes no later than three (3) days after each meeting on website, through email, and as a hard copy designated for VSA 
use. 
- Will assist the President and Vice President in preparing meeting agendas 
-Maintains member contact information/ records 
-Shall notify members of meetings unless otherwise specified 
 
Treasurer: The Treasurer shall be the chief financial officer of VSA. S/he shall oversee all VSA funds and the collection and disbursement 
thereof. The Treasurer shall maintain adequate and correct books and accounts of the transactions of VSA. The books are open to inspection by 
any Executive Officer or Advisor at all reasonable times. All requests for VSA money must be overseen by the Treasurer and one (1) additional 
Executive Officer or the Advisor. 
-Presents financial update at meetings or when requested 
-Keeps a chronological order of monies received and disbursed. 
-Takes care of all expenditure/ reimbursement forms 
-Oversees the drafting and submitting of annual budget to SFC 
-Prepares a yearly budget for all VSA events 
 
Historian: Historian 
-Take pictures at all VSA events and related activities 
-Work closely with the webmaster for online publication of VSA pictures 
-Create a physical archive of photographs from VSA events 
 
Public Relations Coordinator: Public Relations Director 
The Public Relations Director shall be the chief advertising, marketing, and public relations officer of VSA. S/he will be responsible for all 
publicity events and promotional activities, while ensuring successful member recruitment throughout the year by promoting and encouraging 
VSA membership. 
-Oversees all community outreach affairs between VSA and the Vietnamese community of the greater Portland area 
-Acts as the main publicity liaison on campus between other student organizations and bodies as needed 
-Acts as the spokesperson when the President and Vice-President is not available or as requested 
-Act as a liaison among all Oregon VSA organizations and represent PSU VSA by attending uVSA Meetings, retain communication within all UVSA 
Executive Board members and report back to the PSU VSA Executive Board 
 

Webmaster: Webmaster 
-Create and maintain the layout and content of the PSU VSA website, Facebook profile, and MySpace profile 
-Create images and fliers for events and activities 
-Monitor activity of the PSU VSA Forum 
 
Children’s Program Coordinator: Basic Vietnamese Language Program Coordinator 
-Coordinate and recruit interested students 
-Facilitate the educational program 
-Responsible for contacting members of the educational program (i.e. parental figures) 
-Report back to the VSA Executive Board when help is needed 
 

 


