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c. maintain a record of Student Leader and Student Ambassador attendance;

encompassing the entirety of UNA-USA CUWC meetings.
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a. oversee UNA-USA CUWC activities and event management working in
coordination with the Public Relations and the Marketing & Communication
Officers.

b. communicate and submit orders and requests to Columbia University Facilities
Services Center to conduct room setup and arrangement of areas on-campus
prior to activities and events taking place (e.g., microphone setup, webcast/
livestream, tables/chairs, guest speaker podium and presentation setup).

c. complete reimbursement forms and invoices for event supplies and activity
materials and provide them to the UNA-USA CUWC Treasurer to facilitate
expedient submission of payments and organized tracking of receipts.

d. storage of surplus supplies and materials for future use (e.g., logos, pins, pens,
lanyards, stickers, shirts/sweaters, adhesive mobile phone card holder,
invitations, flyers and other marketing materials).

e. Organizing catering for food, beverages: refreshments and any UNA-USA
CUWC reception materials.
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