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Graduation Officer - Duties
Each year AFUW (NT) Inc. raises scholarship funds by providing a roster of volunteers at CDU graduation ceremonies. AFUW (NT) is paid for the volunteers’ time.  This is currently our major source of funds.  Graduation ceremonies are held on a consecutive Thursday and Friday in mid-May and on a Friday in mid-October each year.  Details of graduations can be found on the CDU website at http://www.cdu.edu.au/graduation/.  They are an invariably joyful occasions, and AFUW (NT) volunteers are renowned for their care and ability to make graduands feel special on the night.
AFUW volunteers are required to:

1. Wear black, or black and white, if possible.

2. Attend for a block of time between 3.00-9.30pm

3. Before the ceremony, assist graduands with gown selection and with fitting academic dress correctly.

4. After the ceremony, assist with taking gowns from graduates as they are returned, accepting and filing gown receipts, and folding and stowing academic dress.

Action list for the AFUW (NT) Graduation Officer, in preparation for each CDU Graduation ceremony is as follows:
1. Email AFUW(NT) general list seeking volunteers – approximately 30th April and 30th September. A previous invitation is copied overleaf as an example.
2. Create a roster, adding names and times when they are available as the information is received. A previous roster is copied over leaf as an example – approximately 30th April and 30th September.
3. Email Lisa Marie Stones (Lisa-Marie.Stones@cu.edu.au ), Team Leader – Graduation, to alert her that the AFUW roster is being developed. If you have trouble contacting Lisa, contact Debra Farrelly (debra.farrelly@cdu.edu.au), Manager – Student Services. Debra is the overall manager of graduation staff - approximately 30th April and 30th September.
4. So that Lisa-Marie can then develop her own roster for CDU staff, email the roster on the Friday before the week of the graduation, indicating that you are sending the confirmed roster for her information, but that we are likely to have others also assisting on the night – Friday before the graduation.

5. If required, send a reminder to AFUW General email list.

6. On the night of the graduation

a. Update the roster so that we have a record of the actual people who volunteered.
b. Welcome and introduce volunteers to each other.

c. Introduce volunteers to Deb Farrelly and/or Lisa-Marie Stones.

d. Invite new volunteers to accompany you during the first few gownings and then observe them during their first two, to ensure proper procedures. 

e. Organise an after graduation meal or coffee near DEC for those interested in October.

f. Ensure someone else can do these duties if you are not able to attend for the whole time.

7. Email AFUW (NT) webmaster, Susan Bandias (susan.bandias@cdu.edu.au) to update the AFUW (NT) Events page (http://www.afuw-nt.org.au/events.htm) with the next graduation date.

Other graduation duties:


1. President updates the Graduation booklet entry from AFUW (NT) each year. This is emailed directly to President by CDU Graduation Team Leader.

2. Treasurer invoices CDU, c/o Lisa-Marie Stones, for $500 per night.

Example invitation to graduation volunteers:

Dear AFUW Friends and supporters,

Yes it’s that time of year again – Graduation!

We need as many hands on deck as we can muster for the Graduation Roster, next Friday 12th October.

If you 

· Are available anytime between 3.00pm – 6.30 pm on that day,
· Would like to share in the uplifting atmosphere of graduation,
· Enjoy working voluntarily while raising valuable funds for our scholarship program,

Then email me right back!

All the best,

Penny

_________________

Dr Penny Wurm

President, AFUW-NT Branch

AFUW NT website: www.afuw-nt.org.au 

	Example roster:

Oct 2007 Graduation Roster - AFUW 
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Friday Oct 12
	3.00-3.30
	3.30-4.00
	4.00-4.30
	4.30-5.00
	5.00-5.30
	5.30-6.00
	6.00-6.30
	6.30-7.30
	7.30-8.00
	8.00-8.30
	8.30-9.00
	9.00-9.30

	Penny Wurm
	 
	 
	 
	 
	 
	 
	 
	BREAK
	BREAK
	 
	 
	 

	Andrea Koch
	 
	 
	 
	 
	 
	 
	 
	BREAK
	BREAK
	 
	 
	 

	Christine Silvester
	 
	 
	 
	 
	 
	 
	 
	BREAK
	BREAK
	 
	 
	 

	Helen Haritos
	
	
	
	
	 
	 
	 
	BREAK
	BREAK
	 
	 
	 

	Wendy Macdonald
	
	
	
	
	
	
	 
	BREAK
	BREAK
	 
	 
	 

	Trish Bourke
	
	
	
	
	
	
	
	BREAK
	BREAK
	 
	 
	 

	Vinutha Ramakrishna
	 
	 
	 
	 
	
	
	
	
	
	
	
	

	Heather Boulden (TBC)
	
	
	 
	 
	 
	 
	BREAK
	BREAK
	 
	 
	 


Prepared by Penny Wurm, 16th October 2007

