
Lehigh University BALANCE Leadership Positions (2017-2018) 

 
Executive Chair  
The Executive Chair is the chief officer of the Club and establishes short and long-term goals. 

 Schedules and leads BALANCE meetings, determines the agenda through collaboration 
with Lehigh staff liaison.  Maintains contact regarding BALANCE activities and sends out 
meeting reminder e-mails to planning committee. 

 Acts as the primary liaison with the Alumni Engagement Office. 
 Ensures BALANCE event forms are completed and returned to Alumni Engagement. 
 Attends events to show support for BALANCE and recruit volunteers. 

Time Commitment: 2-3 hours/week 

 
Membership & Stewardship Chair 
The Membership & Stewardship Chair is responsible for record keeping of BALANCE and works 
to ensure follow-up for event attendees. 

 Records meeting minutes, maintains member records, and works with the alumni office 
to identify potential new members. 

 Follows up with event attendees and participants 1-2 times per year to solicit feedback 
and thank them for their participation and support. 

 Regularly attends BALANCE events. 
 Participates in BALANCE leadership meetings and conference calls. 

Time Commitment: 1-2 hours/week 

 
Young Alumni Chair 
The Young Alumni Chair is responsible for activities geared toward recruiting and engaging 
young alumni (defined as those 0-10 years removed from their graduation year). 

 Plans 1-2 events per year specifically for young alumni; collaboration with other chairs 
and ambassadors to craft seamless experiences for multiple generations is encouraged. 

 Does regular outreach to stay connected with young alumni, including interfacing with 
the Association of Student Alumni (ASA) and the Office of Multicultural Affairs (OMA) to 
facilitate welcoming new Lehigh graduates to BALANCE. 

 Regularly attends BALANCE events. 
 Participates in BALANCE leadership meetings and conference calls. 

Time Commitment: 1-2 hours/week 

 
Black Cultural Events Chair 
The Black Cultural Events Chair is responsible for planning logistics of events of a cultural 
nature, such as: museum tours, gallery openings, political or governmental opportunities, 
concerts, performances, presentations, etc. 

 Plans 1-2 events per year with a Black heritage/cultural focus.  Collaboration with other 
chairs to craft and execute successful cultural events is encouraged. 

 Works with the Executive Chair to complete and submit event forms and all requests to 
the alumni engagement office for successful event support. 

 Regularly attends BALANCE events. 
 Participates in BALANCE leadership meetings and conference calls. 

Time Commitment: 1-2 hours/week 
 
 

 

 



Latino Cultural Events Chair 
The Latino Cultural Events Chair is responsible for planning logistics of events of a cultural 
nature, such as: museum tours, gallery openings, political or governmental opportunities, 
concerts, performances, presentations, etc. 

 Plans 1-2 events per year with a Latino heritage/cultural focus.  Collaboration with other 
chairs to craft and execute successful cultural events is encouraged. 

 Works with the Executive Chair to complete and submit event forms and all requests to 
the alumni engagement office for successful event support. 

 Regularly attends BALANCE events. 
 Participates in BALANCE leadership meetings and conference calls. 

Time Commitment: 1-2 hours/week 

 
Social Events Chair 
The Social Events Chair is responsible for planning logistics of events of a social nature, such 
as: happy hours, themed events, sporting events, outdoor activities, etc. 

 Plans 2-3 events per year of a social nature; collaboration with other chairs and 
ambassadors to craft and execute successful social events is encouraged. 

 Works with the Executive Chair to complete and submit event forms and all request to 
the alumni engagement office for successful event support. 

 Regularly attends BALANCE events. 
 Participates in BALANCE leadership meetings and conference calls. 

Time Commitment: 1-2 hours/week 

 
Communications Chair 
The Communications Chair is responsible for the effective and timely management of all 
communications-related activities. 

 Manages all social media outlets of BALANCE (Facebook, LinkedIn, etc.) and will post 
on each outlet at least once a week with updates, news, and any other relevant 
information. 

 Gathers and organizes pictures, stories, updates, etc. for the creation of 1-2 newsletters 
per year. 

 Supports other chairs and ambassadors by assisting with event promotion as needed. 
 Regularly attends BALANCE events. 
 Participates in BALANCE leadership meetings and conference calls. 

Time Commitment: 1-2 hours/week 

 
Career Networking & Mentoring Chair 
The Career Networking & Mentoring Chair is responsible for planning career-oriented events 
and coordinating alumni-student and alumni-alumni mentorships. 

 Plans 1-2 career networking events per year 
 Works closely with BALANCE Ambassadors in the Lehigh Regional Alumni Clubs and 

Professional Alumni Networks to identify and coordinate opportunities for collaboration. 
 Identifies and engages alumni interested in being mentors to fellow BALANCE members 

and/or current Lehigh students. 
 Works with the Office of Multicultural Affairs (OMA) to coordinate alumni-student 

mentorships. 
Time Commitment: 1-2 hours/week 
  
 

 



Regional Outreach Chair 
The Regional Outreach Chair is responsible for coordinating the efforts of the Regional Alumni 
Club Ambassadors. 

 Works closely with all Regional Club Ambassadors 
 Provides updates from all Regional Club Ambassadors to BALANCE leadership team 
 Tracks engagement events in all regions, encouraging at least 1 collaborative event/year 

in each region 
Time Commitment: 1-2 hours/week 
 

 

 

BALANCE Ambassadors 

 
Regional Alumni Club Ambassadors 
Regional Alumni Club Ambassadors are active participants in a Lehigh Regional Alumni Club 
and help build and maintain a strong relationship between BALANCE and their regional Club. 

 Participates in regional Club meetings. 
 Attends regional Club events. 
 Works with regional Club leadership to identify opportunities for BALANCE collaboration 

and participation in events. 
 Engages BALANCE alumni in the region. 
 Recruits alumni to become involved in BALANCE and the regional Club. 
 Provides regular updates to BALANCE leadership (Regional Outreach Chair). 

 


