
ELECTIONS 

All open positions are voted on at the last meeting of each semester. Voting is done by secret 
ballot of all paying members in attendance at the meeting (so as to only collect votes from those 
members committed enough to show up). All officers of the Club must be enrolled students at 
the University of Wisconsin-Madison. A candidate that is not currently an active member of the 
Club cannot, under any circumstances, run for a position for the following semester. Voting is to 
be done only by students. 

The Executive Board will send an email to the Club’s “wisclist” and make an announcement at 
the preceding Club meeting to explain the positions and encourage students to apply. Those 
interested will be requested to write a short “platform” outlining their qualifications for the 
position, and those platforms will be submitted to the current Vice Presidents (incoming co-
presidents). The Vice Presidents will compile, organize, and email out the platforms to the Club’s 
mailing list a week in advance of the election. On the evening of the election, the Co-Presidents 
will pass the baton to the Vice Presidents, at which point the new Co-Presidents will begin 
leading the meeting and conducting the election. The election will consist of short 2-3 minute 
speeches by the candidates and a period of voting. After voting, the evening’s speaker (if there is 
one) will hold their talk and the new Co-Presidents will count the votes, announcing the winner 
at the end of the evening. 

Every officer relinquishes their position upon graduation. If a Club officer is deemed by majority 
vote of the Executive Committee to be unfit, unwilling, or delinquent in performing tasks 
outlined in their job description, that officer may be removed from the position.    
Note that ballots should be produced and printed in advance by the Vice Presidents! Pens are also helpful. 

DESCRIPTION OF POSITIONS 

CO-PRESIDENTS (not elected but rather automatically promoted from vice-presidents) 

Candidates must run in pairs. Individual submissions are not allowed. To become co-presidents, 
students must first be elected Vice Presidents. They serve out one semester as Vice Presidents 
and are then promoted automatically to co-presidents at the end of that semester. This gives the Club’s 
leaders a chance to be on the board and see how everything works, as well as strategize about 
dates for speakers and the logistics of the semester trip, for one semester in advance of their 
term as presidents. At least one of the candidates must be an MBA student with Real Estate 
Concentration. However, an undergraduate student may run for Vice President in conjunction 
with an MBA Student. The Co-Presidents will: 
  
 
 



 
• Plan and monitor the budget with the Treasurer.   
• Schedule and lead monthly Executive Board meetings. 
• Arrange for industry veterans to come as speakers for Club meetings; book the venue 

and catering; take the speakers out to dinner before the event; MC the event; and send 
thank you notes afterwards.   

• Work with the Career Fair Coordinator and Faculty liason to set a date and desired list 
of companies for the Club’s annual career fair. The Career Fair is important both for 
member employment and because it raises a significant portion of Club revenue. 

• Arrange all aspects of semester trip(s), especially coordination with the local WREAA 
chapters. When possible, find companies to sponsor parts of the trip to reduce 
expenses, including but not limited to meetings, meals and entertainment. 

• Ensure that the Secretary, Media Director, Web Coordinator, and Event Director are 
given advance notice of all event details so they can advertise and plan. 

• Act as liaison between Faculty and the Club.  
• Order any apparel which they deem beneficial for giving or selling to members. 
• Update the WREAA board members once a semester on the state of the Club and 

program (a phone conference done during the once-a-semester WREAA meeting or, if 
in the biennial year, in person in Madison). 

• Recruit volunteers to help with the WREAA Biennial in the Biennial year. 
• Promote WREAA membership to the students. 
• Ensure the club fulfills all its obligations to the University to remain an official club. 
• Take responsibility for any duty not assigned in this document to another officer. 

CO-VICE PRESIDENTS  

Candidates must run in pairs. Individual submissions are not allowed. Those elected as Vice 
Presidents will serve one semester and then promoted automatically to Co-Presidents at the end of that 
semester. This gives the Club’s leaders a chance to be on the board and see how everything works, 
as well as strategize about dates for speakers and the logistics of the semester trip, for one 
semester in advance of their term as presidents. At least one of the candidates must be an MBA 
student with Real Estate specialization. However, an undergraduate student with Real Estate 
Concentration may run for Vice President in conjunction with an MBA Student. The Vice 
Presidents will:  
 

• Lead the recruitment drive and ensure that the Club enrolls a large number of members 
from the pool of undergraduate and undergraduate Real Estate majors. This is to be 
done by making announcements in business classes, attending the student organization 
fair in Grainger, and working with the Media Director to ensure there are posters up 
throughout Grainger advertising the Club. Recruitment affects the budget, and the 
budget will affect their term as Co-Presidents.  

• Plan the next semester’s tentative Club schedule by reserving venue dates, seek out 
speakers who could come to campus for Club events, and pick a city for the Club’s 
major trip (with counsel from the faculty liason and WREAA). 

• Promote elections and facilitate the voting process. The last meeting of a semester is 
when the previous Presidents step down and the previous semester’s Vice Presidents 
take charge, with their first responsibility being to MC the election. 

• Lead any mentorship program that the Club organizes for that year. 



CAREER FAIR COORDINATORS   

There will be two Career Fair Coordinators. For the purposes of the election, they will run 
individually. They will serve one year, beginning the semester before the Fair they organize. 

Career Fair Coordinators may be graduate or undergraduate students, but candidates must plan 
to be in the United States for the year during which they are to serve. Those planning to be out 
of the country for study abroad programs may not apply. The Career Fair Coordinators’ primary 
and only responsibility will be the organization of a one-day recruiting event to be held once a 
year. This job requires significant logistical work and responsibility and a basic overview of those 
responsibilities may be found in this guide (http://bit.ly/2o03Rlq).  

The Career Fair Coordinators will have an initial, pre-approved budget of $500 for printing 
expenses, swag for employers, mailings, etc. beyond the direct venue costs themselves. 

The Real Estate Club began organizing its own Career Fair in 2001. That distinguishes our Club 
from almost all other clubs on campus. It constitutes one of the greatest services we offer our 
members and also raises a substantial portion of our annual budget. Because it is an event which 
we launched, it remains primarily our responsibility, not the department’s. 

TREASURER 

The Treasurer will serve one year, beginning in the Fall, and the position must be filled by an 
MBA Student. The Treasurer will: 
 

• Perform an evaluation of the Club’s account balance history when they begin. 
• Add their name to our banking accounts and secure debit cards for themselves and the 

Club’s  Co-presidents for each semester, as detailed above. 
• Work with the Presidents to set a budget. 
• Keep tabs on account balances and reporting on them at Board meetings. 
• Ensure that our bills get paid in a timely manner. 
• Make suggestions for ways to raise revenue and lower expenses. 

 

SECRETARY 

The Secretary will serve one semester and the position is open to undergraduates.  The Secretary 
will:  
 

• Maintain our primary newsletter mailing list by getting an accurate list of current 
members from the Treasurer, who tracks membership via payments. 

• Organize and send out our regular newsletter, which announces events, advertises job 
openings, and shares relevant industry articles. Include faculty in these mailings. 

• Ensure that information about events makes it way onto our website as well. 
• Email a recap of the last Executive Board meeting’s deliverables a few days before the 

next meeting. This drastically improves the efficiency of executive board meetings as 
members come prepared, knowing what will be asked of them. 



EVENT DIRECTOR 

The Event Director will serve one semester. The position is open to both grads and undergrads. 
The event director will: 
 

• Ensure that audio-visuals are set up, that slides are loaded, and that the room has been 
set up correctly before people arrive for the monthly Club event. 

• Bring scanners to Club meetings to ensure students attendance is recorded. 
• Reach out to speakers, or Club presidents, in advance to request the speaker’s slides and 

assist with any logistical needs that evening’s event may have. 
• Find ways to continually improve our events, especially by listening to or polling 

attendees and reporting on their findings to the presidents. 

MEDIA DIRECTOR 

The Media Coordinator will serve one semester. The position is open to both undergraduates 
and graduates. The media director will: 
 

• Take professional photos during our events and send them on to our web coordinator 
for use in social media. Cameras may be rented from Memorial Library. 

• Design, print, and distribute flyers for each event, both by having them posted in 
Grainger and by sending copies to our web coordinator for use on social media. 

• Experience with and access to Photoshop, InDesign, and a camera are preferred. 

WEB COORDINATOR 

The Web Coordinator will serve one semester. The position is open to undergraduates. The web 
coordinator will: 
 

• Request photos and flyers from the Media Director and ensure our Twitter, Facebook, 
LinkedIn, and Instagram accounts remain active regularly. 

• Coordinate with the Secretary to ensure that information being sent in emails gets added 
to the website as well, including speakers, events, trips, and job opportunities. 

• Create online sign-ups when necessary for our different events. 
• Ensure the fees for our server space and domain name are paid and current. 

SOCIAL CHAIRS 

There will be two Social Chairs and they will serve one semester. Candidates must run in pairs. 
Social chairs will: 
 

• Assist the Vice Presidents during the recruiting drive.  
• Scan in attendees at the front doors of our Club events. 
• Plan a few large social events each semester (as the schedule allows). 
• Make all arrangements for a graduation dinner at the end of the semester. 
• Organize one community service event per semester (as the schedule allows). 

	


