
MSA-OSU Officer Responsibilities 
Co-Presidents 

a. The Co-President positions shall be filled by one male and one female.  
b. The Co-Presidents shall oversee the performance of all executive board members to 

ensure that constitutional requirements and duties are fulfilled.  Where and when 
necessary, the Presidents shall assist MSA-OSU executive board members with fulfilling 
their respective duties and organizational obligations. 

c. The Co-Presidents shall serve as the official spokespersons of the organization in all 
meetings, interviews, and interactions with other organizations, individuals, and 
institutions, both within The Ohio State University and externally. In the event that the 
executive board feels another board member is more suitable for the job, this role may be 
delegated to said member. 

d. The Co-Presidents shall be responsible for maintaining fluid communication and a close 
working relationship with The Ohio State University Student Clubs & Organizations 
within the university, and the MSA-OSU Advisor to achieve integration into the 
institutional framework of the university and perpetually maintain event collaboration 
between MSA-OSU and other organizations.  

e. The Co-Presidents shall ensure that MSA-OSU maintains communication and 
cooperation with MSA National. 

f. The Co-Presidents shall be responsible for conducting all meetings of the MSA-OSU 
executive board.  

g. The Co-Presidents shall ensure that conflicts, potential or realized, internal or external to 
the organization, do not jeopardize the existence or functioning of MSA-OSU. The 
Presidents shall steer MSA-OSU away from potentially harmful actions to the effective 
conduct of the organization and serve as a source of conflict prevention and resolution, 
both internally and externally, where and when such actions may be required by the 
organization. 

h. The Co-Presidents shall be responsible for convening and overseeing strategic planning 
meetings to decide upon and organize the yearly events that MSA-OSU shall strive to 
effectively execute in the impending academic year. 

i. The Co-Presidents shall work with the Finance Chairperson to guarantee sufficient funds 
are maintained so as to properly fund and facilitate the execution of MSA-OSU’s events. 

j. The Co-Presidents shall have the authority to be a co-signer on all checks and financial 
transactions.  

k. During the process of transitioning from the incumbent executive board to the executive 
board elect, the Presidents shall work with both groups to ensure that a proper 
understanding of the MSA-OSU constitution is conveyed, that all executive board 
members have complete and working knowledge of their respective positions, and that 
there is no gap in working toward general organizational goals and objectives. 

l. With a majority vote of the executive board, the Co-Presidents shall determine the proper 
course of action with regard to issues upon which the constitution of MSA-OSU does not 
elaborate. 

m. If a person does not run for the male or female Co-President position, that seat shall be up 
for an internal vote conducted by the outgoing year’s executive board in a process similar 
to Article IX Section 3. The outgoing executive board and the MSA Advisor must 



approve of the outcome of the vote, with the newly elected board being a part of the 
discussion but without voting privileges. 

n. The Co-Presidents shall be responsible for preparing a meeting agenda prior to each 
executive board meeting. 

o. The male Co-President has the responsibility of serving as a khatib  for Friday prayer in 1

the case of no other khatib being available. 
p. Of the two Co-Presidents, at least one shall take on the responsibility of overseeing the 

committees conducted by executive board members, as mentioned in Article VII, Section 
4. 

 
Secretary 

1. The Secretary shall take official minutes of all MSA-OSU executive board meetings, 
ensuring their quality and accuracy, and producing them for executive board review after 
no more than five days have elapsed since the meeting for which they were taken. 

2. The Secretary shall be the event planner, and be responsible for all room bookings and 
reservations, completion of necessary forms and paperwork, and maintaining 
communication with the offices and individuals necessary for achieving this task. 

3. The Secretary shall maintain necessary supplies, organization and cleanliness of the 
MSA-OSU office through delegation to the rest of the Executive Board. 

4. The Secretary shall inventory the office and make it available to the Executive Board  
5. The Secretary shall submit a weekly update at executive board meetings, with the 

discretion of the Co-Presidents, of all transactions, reservations, as well as any relevant 
information. 

6. The Secretary shall maintain a file to include any and all documentation of official 
business, through both electronic and paper methods, conducted by MSA-OSU. This file 
shall be kept as an archive of MSA-OSU activity and shall include items from all aspects 
of organizational operations, executive board positions, committees, and all other 
elements of MSA-OSU. 

7. The Secretary is responsible for holding board members accountable for any tasks 
assigned to them in a timely manner through Trello or another organizational tool 

 
Finance Chairperson 

1. The Finance Chairperson shall collect and maintain physical and electronic 
documentation and receipts of incoming and outgoing funds from MSA-OSU accounts, 
maintain a ledger of transactions, audit and reconcile said ledger in reference to account 
statements issued by the financial institution with which funds are deposited, and 
reconcile all reimbursements that occur while conducting MSA-OSU business. 

2. The Finance Chairperson is to be a co-signer on all financial transactions alongside the 
Co-Presidents not limited to checks. 

3. The Finance Chairperson shall work to guarantee sufficient funds are maintained so as to 
properly fund and facilitate the execution of MSA-OSU’s events; strategically planning 
the funding of events in order to minimize or recover costs so as to maintain MSA-OSU 
funds. 

1 The individual who delivers the sermon during Friday Congregational Prayers 



4. The Finance Chairperson shall be responsible for confirming the appropriation of funds 
with the executive board before releasing funds. 

5. The Finance Chairperson shall work with members of the executive board in order to 
minimize event expenditures and propose alternative funding, possibilities, or cost cutting 
strategies. 

6. The Finance Chairperson shall maintain a working relationship with sponsors and donors 
by: 

a. Utilizing sponsorships and donations for all MSA-OSU events when possible. 
b. Providing sponsors and donors with an invoice stating the exact amount and 

nature of the sponsorship or donation. 
c. Recording and documenting all sponsorships and donations made to MSA-OSU. 
d. The Finance Chairperson shall be responsible for collecting all pledged donations 

raised through fundraising events. 
7. The Finance Chairperson shall be responsible for providing the executive board with an 

account balance update or a detailed account update for all MSA-OSU accounts on a 
regular basis or at the discretion of the board 

8. The Finance Chairperson shall produce a physical and electronic MSA-OSU budget 
projection before each semester to estimate expenses, a mid-semester update to evaluate 
usage of funds, and an end of the semester comparative update on projected versus actual 
fund utilization. 

9. The Finance Chairperson shall work with the Co-Presidents to resolve emergency 
funding issues if and when they arise and will provide the executive board with a detailed 
update at the first meeting of the executive board after their resolution. 

10. The Finance Chairperson is encouraged to have a committee in order to obtain a broader 
perspective and more ideas from the general body members in accordance with Article 
VII Section 4. 

11. The Finance Chairperson shall submit a weekly update at executive board meetings, with 
the discretion of the Co-Presidents, of all transactions, ledgers, as well as any relevant 
information. 

 
Co-Education Chairpersons 

1. The Education Chairpersons positions shall be filled by one male and one female. 
2. The Education Chairpersons shall design a curriculum requiring the approval of the 

MSA-OSU executive board, which should reflect an understanding and appreciation that 
satisfies the needs of the MSA-OSU members. Additionally, the curriculum shall reflect 
the mission and goals of MSA-OSU, abide by the Adam X clause as defined in Article I 
Section 2, and shall encompass a broad understanding of the Islamic intellectual tradition. 

a. Adam X clause 
i. MSA-OSU is open to anyone willing to abide by the constitution. 

ii. At all times, members of MSA-OSU will maintain respect and proper 
etiquettes of interaction and communication, even in the event of conflict, 
disagreement, or organizational duress. 

iii. Differences of theology and belief exist within the campus of The Ohio 
State University. While a level of respectful disagreement is to be 
expected, at no time will members of MSA-OSU countenance the specific 



condemnation of any theological tradition or lack thereof. 
iv. In essence, all of humanity is the progeny of Adam, and we must strive to 

unite through our similarities, despite the presence of differences. 
v. MSA-OSU shall strive to create an environment in which the broadest 

collection of Muslim traditions can cooperate on events and activities that 
stress the unity of similarity, while mitigating the divisive potential of 
disagreements. 

3. The Education Chairpersons shall be responsible for the planning and implementation of 
at least four (4) events per month, taking into consideration academic breaks, in the forms 
of classes, seminars, lectures, halaqat, and social events 

4. The Education Chairpersons shall collaborate with the Brotherhood and Sisterhood 
Chairpersons on the educational aspect of MSA-OSU social events. 

5. The Education Chairpersons shall submit a weekly update at executive board meetings, 
with the discretion of the Co-Presidents, of all plans, activities, as well as any other 
relevant information. 

6. The Education Chairpersons are encouraged to have a committee in order to obtain a 
broader perspective and more ideas from the general body members in accordance with 
Article VII Section 4. 

 
Marketing Chairperson 

1. The Marketing Chairperson shall be responsible for publicizing all MSA-OSU activities 
and events through the following: 

a. Posting event information and updating the MSA-OSU social media platforms, 
not limited to Facebook, Twitter, Instagram, and Snapchat. 

b. Designing and posting relevant flyers around the Ohio State University campus. 
c. Coordinating with on-campus and off-campus media outlets with the discretion of 

the Co-Presidents and/or advisor to ensure news coverage of MSA-OSU events 
and activities. 

d. Informing faculty and staff of MSA-OSU events. 
e. Advertising in local masjids through posters, flyers, and masjid newsletter 

advertisements. 
2. The Marketing Chairperson is responsible for maintaining a relationship with the 

Photography Director, advising them on relevant matters and communicating 
expectations to them regarding their photography duties in accordance with Article VI.  

3. The Marketing Chairperson shall submit a weekly update at executive board meetings, 
with the discretion of the Co-Presidents, of all plans, activities, as well as any other 
relevant information. 

4. The Marketing Chairperson is encouraged to have a committee in order to obtain a 
broader perspective and more ideas from the general body members in accordance with 
Article VII Section 4. 

 
Information Technology (IT) Chairperson 

1. The IT chairperson shall moderate and maintain the MSA-OSU mailing list, screening 
emails, and approving or rejecting based upon the MSA-OSU email list guidelines, and 
adding or removing members based on requests received via the website, or membership 



forms. 
2. The IT chairperson shall compose and send regular emails to the MSA-OSU general 

body with relevant updates 
3. The IT chairperson shall maintain and update the MSA-OSU website, ensuring the proper 

functioning of the website and updating relevant event information. 
4. The IT chairperson shall be responsible for coordinating ticket sales for MSA-OSU 

events when needed. 
5. The IT chairperson shall provide technological support to other executive board 

members, task forces, and ad-hoc committees as necessary. IT related support may take 
the forms of creating online surveys, and creating and querying databases. 

6. The IT chairperson shall submit a weekly update at executive board meetings, with the 
discretion of the Co-Presidents, of all plans, activities, as well as any other relevant 
information. 

7. The IT chairperson is encouraged to have a committee in order to obtain a broader 
perspective and more ideas from the general body members in accordance with Article 
VII Section 4. 

 
Brotherhood & Sisterhood Chairpersons 

1. The Brotherhood and Sisterhood Chairpersons shall divide the elements of planning and 
implementation of a monthly GBM and regular social events according to that which is 
deemed most appropriate for an event or activity. 

2. The Brotherhood and Sisterhood Chairpersons shall be responsible for facilitating sports 
activities for respective MSA-OSU members 

3. The Brotherhood Chairperson shall be responsible to maintain the availability of an 
alternative Khatib at every Salat al-Jum`ah 

4. The Brotherhood and Sisterhood Chairpersons shall submit a weekly update at executive 
board meetings, with the discretion of the Co-Presidents, of all plans, activities, as well as 
any other relevant information. 

5. The Brotherhood and Sisterhood Chairpersons are encouraged to have a committee in 
order to obtain a broader perspective and more ideas from the general body members in 
accordance with Article VII Section 4. 

 
Outreach Chairpersons 

1. The Outreach Chairpersons positions shall be filled by one male and one female. 
2. The Outreach Chairpersons shall be responsible for coordinating with other student clubs 

and organizations to cosponsor and collaborate on events and activities. 
3. The Outreach Chairpersons are responsible for hosting events at least twice a semester in 

addition to annual MSA events agreed upon by the board 
4. Maintain a working relationship with student organizations that have members that can 

benefit from the services provided by the MSA-OSU. 
a. This can be done by attending other organization’s events or inviting them to 

MSA-OSU events 
5. The Outreach Chairpersons shall submit a weekly update at executive board meetings, 

with the discretion of the Co-Presidents, of all plans, activities, as well as any other 
relevant information. 



6. The Outreach Chairpersons are encouraged to have a committee meeting in order to 
obtain a broader perspective and more ideas from the general body members in 
accordance with Article VII Section 4. 

 
Community Service Chairperson 

1. The Community Service Chairperson shall be responsible for finding service projects on 
campus and in the Greater Columbus community; moreover, the Community Service 
Chairperson will lead at least one service project per month during the course of the 
academic year (Fall and Spring).  

2. The Community Service Chairperson shall submit a weekly update at executive board 
meetings, with the discretion of the Co-Presidents, of all plans, activities, as well as any 
other relevant information. 

3. The Community Service Chairperson is responsible for maintaining a relationship with 
the Project Downtown Director(s), advising them on matters relevant to Project 
Downtown (see Article VI). 

a. The Community Service Chairperson is required to attend at least one Project 
Downtown event per academic month. 

4. The Community Service Chairperson is responsible for directing their volunteers to 
weekly local service events  (ex. MY Family Pantry on Saturday morning).  

5. The Community Service Chairperson is responsible for exploring the possibility of 
hosting one large scale service event per year (ex. Feed the Hungry). 

6. The Community Service Chairperson is encouraged to have a committee in order to 
obtain a broader perspective and more ideas from the general body members in 
accordance with Article VII Section 4. 


