
Town Hall Exec Application – 2021-2022 -
Howdy! 
Thank you so much for having an interest in being a part of our exec team next year! We are incredibly excited to get started on reading your applications and getting to know you more as a potential exec. We are looking for a team that has inventive ideas, lots of follow-through, and has a passion for our committee’s purpose and our members. 
If you have any questions throughout the application process, please contact 
· Bradin Hanselka (210-624-1937 or bhanselka@tamu.edu) 
· Gracie Tinsley (210-848-4399) or gracie.tinsley8@gmail.com).
Before you begin your application, here is some important information to keep in mind: 
1. Please read every exec position thoroughly and use the position descriptions to shape your application. Pages (8, 9, &10)
2. Any position is open for you to apply for, regardless of the amount of time you’ve been in Town Hall or the subcommittee that you have been a part of.
3. Returning execs do not have a guaranteed spot on the new team and all applications and interviews will be considered. 
4. A current member that is studying abroad can still apply, and will have an interview via Zoom.

Information/instructions on what to do after you have completed your application. 
1. Applications are due by 11:59 PM on Wednesday, December 1st and should be submitted as a single PDF in an email to Bradin (bhanselka@tamu.edu), Gracie (gracie.tinsley8@gmail.com). There are many online resources for combining PDFs (ex. combinepdf.com). Please let us know if you have any problems locating these tools.
2. Interview notification emails will be sent before Noon on Thursday, December 2nd. Please be sure to check your email consistently throughout this time. You will sign up for a time slot for your interview through a Google sheet in the email.
3. Interviews are tentatively scheduled for December 3rd.
4. Dress for interviews will be business casual. 

Available Executive Positions 

· 12th Jam (position lasts through Spring and Fall of ‘22)
· Advertising, Marketing, Promotions (AMP)








MSC Town Hall Executive Application Spring 2021 
Name: ___________________________________________ 
Expected Graduation: ______________________________
Email Address: ____________________________________ 
Phone Number: ___________________________________ 
Is your GPR above a 2.0 (both Fall 2020 and cumulative)? Yes / No 
*You must maintain at least a 2.0 each semester to remain in an exec position 
Please list both subcommittees you are applying for below, highest priority on the left. Understand that this application represents your desire to be a part of the MSC Town Hall executive team and that you will be considered for your two positions listed below followed by all other positions. 
     _______________________       _________________________
Please list any other commitments for the next year: 
______________________________________________________________________________________________________________ ________________________________________________________


Please answer the following essay questions on a separate, typed, word document. 
Respond to these questions in your own voice- be professional, but don’t let excessive formality get in the way of expressing your ideas. Be as detailed as you can when describing any plans or details. Please keep your combined answers fewer than 3 pages with 1.5 spacing. Font, page minimum and margins are at your own discretion. 

1. List and describe one long-term and one short-term goal for MSC Town Hall as a whole. When thinking about your goals, we recommend reflecting on the SMART goal setting acronym: Specific, Measurable, Attainable, Realistic, Timely.
2. Describe how your passion for both listed subcommittees will assist in the achievement of organization’s goals.
3. Tell us about a time where you effectively demonstrated leadership and influenced the actions of others. 
4. Discuss one strength and one weakness you possess. How have you worked to utilize or improve them? 
5. How would you as an Exec foster community within your subco and within Town Hall?
6. How has MSC Town Hall positively impacted your life and how would you ensure members have their own positive experience?






Please attach the following documents in the order specified below: 
1. Executive Applicant Information Sheet (page 3 above) 
2. Resume: Provide a resume detailing the experiences you have had which have prepared you for the MSC position you are seeking. Be sure to include all university-relevant information, significant activities which demonstrate leadership and community involvement, specific duties performed, length in office, and awards or recognitions (should be limited to one page). Please refer to http://careercenter.tamu.edu for more information/tips on resumes. 
3. Essay Questions
4. Signed Executive Commitment Statement (page 11) 


Additional Requirement
	Please request 1 appraisal be submitted on your behalf by mentors, leaders, peers, or any other person with significant knowledge of your skills and abilities. Please take careful consideration when selecting what people to ask. Appraisers can submit forms at https://forms.gle/W6qyd59rsAnqfyKWA by 11:59 PM on Sunday, November 28th.

◻ I understand that is my responsibility to ensure 1 appraisal is submitted on my behalf by the due date.

 
Executive Roles & Expectations
General Executive Expectations: 
1. Be present for all weekly executive meetings (time to be determined at a later time), in addition to the subcommittee and general committee member meetings (unless excused). Executives are subject to the same absence/strike system as members.
2. Check email frequently, responding in a timely manner. Do not ignore emails or messages requesting your opinion or input. This includes relaying messages to subcommittees within a reasonable frame of time.
 3. Maintain equal accountability of members for tasks and attendance. This includes issuing performance reviews when a member is not performing up to par.
4. Fulfill any and all duties that are expected of the position. 
5. Follow through with the things that you commit to, including additional subcommittee tasks and tasks delegated in executive meetings.
 6. Be willing to help members and others on the executive team. 
7. Share your work and tasks with your subcommittee. Give them any opportunity that you can to get them involved in your processes. 
8. Be willing to dedicate the time necessary to the position. While school always comes first, this is also a major commitment that requires your time and effort. 
9. Be willing to dedicate some of your summer, winter, and spring breaks to working on Town Hall business (especially if you are a programming executive). 
10. ALWAYS have respect for your other executives, your members, and everyone that you work with within Town Hall. Be open to change, new ideas, and be tolerant of the opinions and beliefs of others. 






Exec Roles
12th Jam: Please understand this is a full-year commitment (including the summer). The 12th Jam Executive will be responsible for working with their subcommittee to plan and organize the 12th Jam Music Festival for the following fall semester. Duties include working with FunD to secure funding for the event, coordinating with AMP to promote the event, creating and choosing from a list of performers, contacting venues for scheduling and production, and coordinating day-of scheduling and tasks. In addition, this executive will be responsible for planning the lunchbox concert series. The high number of tasks in the position makes it highly delegative in nature requiring someone who can work well with and lead others.
Advertising, Marketing and Promotion (AMP): The AMP executive is responsible for assisting and working alongside programming executives to market and advertises MSC Town Hall programs. Due to the high number of tasks for this subcommittee, this executive position is a highly delegative role. Executives and members design flyers, newspaper ads, sandwich boards, poster items, social media, and other innovative advertising methods. Marketing tactics come from suggestions from the programming subcommittees and from AMP membership. AMP is also responsible for promoting awareness of MSC Town Hall overall and conducting periodic marketing research/surveys to determine student interest in different genres of music and entertainment programming. 





Executive Commitment Statement 
MSC Town Hall Mission Statement: MSC Town Hall presents a variety of live music and entertainment programs to the Texas A&M University community. 
As a member of the MSC Town Hall Executive team, you are expected to accomplish the goals associated with your specific position, as well as collaborate with the rest of the executive team to complete the projects created by this committee. All members on the executive team and whatever ideas they bring to the table will be treated with respect. You are a representative of Town Hall, the MSC, and Texas A&M as a whole, and are expected to act as so. The Town Hall Executive Policy is as follows: 
1. Be present for all events requiring your attendance. These include, but are not limited to, weekly executive meetings, subcommittee and general committee member meetings, and recruitment events such as MSC Open House and all interviews. 
2. Check email frequently, responding in a timely manner (during the work week, this should be within 24 hours). Do not ignore emails or messages requesting your opinion or input. 
3. Maintain accountability of members for tasks and attendance. This includes issuing performance reviews when a member is not performing up to par. 
4. Fulfill all duties that are expected of the executive position. This includes your attendance, presence at Town Hall and other MSC events, and representing Town Hall on behalf of the committee. 
5. Follow through with responsibilities that you commit to. This includes items that are in your job description, as well as responsibilities that your co-executives and you may have split up. 
6. Be willing to help others on the executive team and ALL members (within reason). 
7. Share your work and tasks with your subcommittee. Give them any opportunity that you can to get involved in your processes.
8. Don’t overwork your subcommittee members or yourself. 
9. Be willing to dedicate the time necessary to the position. While school always comes first, this is also a major commitment that requires your time and effort. 
10. Be willing to dedicate some of your summer and winter breaks to working on Town Hall business. 
11. ALWAYS have respect for your chair/vice-chair, advisor, other executives, your members, and everyone that you work with within Town Hall. Due to differences in communication and personalities, some disagreements will occur, however, no disrespect will occur on our executive team. Be open to change, new ideas, and be tolerant of the opinions and beliefs of others. 
12. Understand that while the executive team is a collaborative environment, the chairs and advisor make the ultimate final decision while strongly considering the teams suggestions.
13. Positively representing Town Hall to and interacting with fellow MSC organizations. 
14. Please be mindful of the following dates that you are required to be available on. All dates are tentative, pending further developments with COVID-19. Dates are subject to change. 
· MSC Town Hall executive workshop on January 14th
· MSC Open House on date January 23rd
· Member App Reading on Friday, January 28th
· Member Subco Selection on Friday, February 4th
· MSC Town Hall committee retreat on February 12th/13th

Your signature at the bottom of this page indicates that you have read the responsibilities involved in being a Town Hall Executive and agree to accomplish the goals of this position to the best of your ability. Violation of any of the outlined policies list above can result in executive probation. 
Name:______________________________________________ Date:_________________________ 
