Uintah Youth City Council
Job Descriptions for YCC Positions
Youth City Council Mayor

· To supervise the duties and activities of the YCC. 

· To conduct YCC meetings and set agendas for meetings in conjunction with the YCC Advisors.

· To coordinate with other members of the YCC in the planning and execution of all YCC activities. 

· To work closely with the YCC Advisors in conducting YCC business and activities. 

· To act as liaison and primary contact with Mayor, City Council, other Youth Councils, and citizen groups. 

· To carry out all decisions of the YCC. 

· To assign each YCC member areas of responsibility. 
· The YCC Mayor must be a senior in high school.  (A junior may apply if there isn’t a qualified senior available.)

· The YCC Mayor is an elected position.
Youth City Council Mayor Pro Tem

· To be responsible for conducting meetings in the absence of the YCC Mayor. 

· To represent the YCC whenever the YCC Mayor is unavailable. 
· The YCC Mayor Pro Tem is chosen by the YCC Mayor.

Youth City Council Recorder 

· To attend YCC meetings, take attendance, and keep a record of proceedings. 

· To compile and publicize the agenda for all YCC meetings in accordance with Utah State Law and to provide copies of the agenda at the meetings. 

· To account for the filing, security and maintenance of YCC records. 

· To provide administrative support to the YCC mayor.

· To keep the YCC Mayor and YCC Advisors updated on activities and issues regarding the duties of the Recorder. 
· In the event the recorder is absent while the executive council is conducting council business, the Recorder will arrange for another council member to fulfill his/her duties.  
· To formally report any injuries, emergencies etc., during YCC events to YCC Advisor or City Council Liaison. 

· To monitor all members’ attendance according to the YCC attendance policy and inform the executive council of any members who are not meeting attendance requirements. 
· To call members who have unexcused absences within two days of the missed meeting to remind them of the attendance policy and invite them to come to the next meeting.  
· The YCC Recorder is an appointed position.

Youth City Council (YCC) Treasurer 
· To be responsible for directing, managing, supervising, and coordinating YCC budget-related items. 

· To provide oversight and management of the YCC budget, including ensuring that receipts and documentation for reimbursement is correct. 

· To keep the YCC Mayor advised and updated on budget-related issues of the YCC. 

· To coordinate all fund-raising activities of the YCC. 

· To be responsible for working with the City Recorder for the collection of monies, payment of YCC bills and reimbursement for authorized expenditures of YCC members. 

· To keep the YCC Mayor and YCC Advisor updated on activities and issues regarding the duties of the YCC Treasurer. 

· Monitor City Budget Amendments with the City Recorder to ensure YCC budget needs are met. 

· The YCC Treasurer is an appointed position.

Youth City Council (YCC) Service Officer

· Chair of the Service Activities Committee.

· Responsible for the planning and conducting of service oriented activities for the YCC. 

· Keep YCC Mayor and Advisors updated on the activities and issues regarding

· YCC service opportunities.

· The YCC Service Officer is an elected position.
Youth City Council (YCC) Social Officer

· Chair of the Social Activities Committee. 

· Responsible for the planning and conducting of social activities of the YCC. 

· Keep YCC Mayor and Advisor updated on the activities and issues regarding social events.

· To provide food at activities when needed. 

· To keep track of members’ birthdays. 

· The YCC Social Officer is an elected position.

Youth City Council (YCC) Education Officer

· Chair of the Educational Activities Committee. 

· Responsible for the planning and conducting of educational activities of the YCC.

· Keep YCC Mayor and Advisor updated on the activities and issues regarding educational events and opportunities for the YCC.

· The YCC Education Officer is an elected position.
Youth City Council Public Relations Officer

· To be responsible for maintenance of the YCC portion of the Uintah City website. 

· To be responsible for the publication of YCC activities to members of the YCC and the community including newsletter articles and flyers, when needed. 
· To take pictures/video of activities for media and historical records.

· The YCC Public Relations Officer is an elected position.
