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GOAL SETTING GUIDE  
GOAL SETTING 

 
Considerations: 
 
Are my goals consistent with my understanding of the purpose of the group? 

Will the members of my organization agree with my goals? Check with them. 
Am I being realistic?  Can I accomplish my goals during my tenure as organization leader? 
 
Goals I want to Accomplish During my Tenure:  
1. Projects-

A.  

 

B. 

C.  

 
2. Process or manner in which we go about projects (i.e., involving people in decisions, 

having more members participate in meetings, having more interesting meetings, etc.)  

 

A. 

B. 

C.  

 
Where Can I Begin? 
 

Which goal seems most important to me? 
 
 

Do I have the skills necessary to accomplish my goal? Who else in my organization 

can help me? Are there outside resource people who might help? 
 
 

Is there anything I can do before tomorrow to help me reach my goal? 
 
 

What can I accomplish next week? 
 
 

What specifically can I do within one month to reach all my goals? 
 
 
 
 

WILL I DO IT? 
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S.M.A.R.T.   Goal�  
 

Goal   1:  

 

 

● Specific:  

 

 

● Measurable:  

 

 

● Action-Oriented   /   Achievable:  

 

 

● Relevant   &   Realistic:  

 

 

● Time-Bound:  

 

 

_____________________________________________________________________________________  

 

 

Goal   2:  

 

 

● Specific:  

 

 

● Measurable:  

 

 

● Action-Oriented   /   Achievable:  

 

 

● Relevant   &   Realistic:  

 

 

● Time-Bound:  

 

 



OUTGOING OFFICER GUIDE 

 
Student Organization Officer Transition Outline 

 
 
 
Before the newly-elected officers of your organization officially assume their responsibilities, it 

is wise for the old and new officers to get together for a “transition meeting.” Through such a 
transition meeting, the new officers will be able to learn from the experience of the outgoing 

officers and offer continuity and continued growth for the organization. A casual, open 

atmosphere should be encouraged so that the organization can benefit from an honest 

evaluation of the accomplishments and problems of the previous year. The following outline 

can help you make your transition meeting fo as smoothly as possible. 
 
I. Welcome and Introductions   

(Help participants get acquainted and explain the purpose of the meeting)  

 
II. The Year in Review   

A. Goals: Review the group’s goals for the previous year.  
 

What did we hope to accomplish? 

How well did we do on each goal?   
Which goals should be carried on this 

year? Which goals need to be changed?  

Which goals are no longer feasible?  

 

B. Programs and Activities: Evaluate what your group did. How 

effective were the programs / activities we sponsored?   
Did we have a good balance in our schedule of programs and 

activities? Were our programs and activities consistent with our goals?  

Which activities and programs do we want to repeat?  

 

C. Membership: Evaluate number of members and their commitment 
Do we have too many, too few, or just the right amount of 

members? Were our recruitment efforts successful?   
Are our members as actively involved as we want them to be?  

Were the chances for members to get involved in a meaningful way?  
 

 

D. Officers and Organizational Structure: Evaluate officers and 

structure. Are officer roles and responsibilities clearly described?   
Did officers work as a team, or is there more teamwork needed? Is 

the time and effort required in each office comparable?   
Is there two-way communication between officers and 

members? How do the members feel about the officers?  

 

E. Organizational Operations: Evaluate finances, communication, etc. 
Were the finances adequate for our group, and managed properly? 

Were meetings run effectively? Was their frequency adequate?   
Did the committee structure work?  
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Did we have scheduling conflicts with other groups or 

activities? F. Faculty Involvement: Evaluate both quality and 

quantity. Did our advisor provide the support we needed?  
Did we give our advisors and other faculty a chance to get 

involved? How could we improve faculty involvement? 
 

G. Public Image: Evaluate how other groups perceive you.   
How do we see ourselves?  Is this how “outsiders” see us?  

 
How can we enhance our image? 

III. Your Legacy to the New Officer Team  

 
A. What are the current strengths and weaknesses of the group?   
B. What is the best advice you can give your successor?  

C. What were there major challenges and accomplishments in your term?  

 
IV. Officer Transition 
 

Have the new and outgoing officers meet individually to discuss: 
A. Responsibilities of the position, with a job description if possible.   
B. A timetable for completion of annual duties.  

C. Unfinished projects.  

D. Important contacts and resource persons.  

E. Mistakes that could have been avoided.  

F. Advice for the new officer.  

G. Any questions the new officer may have.  

H. Where the outgoing officer can be reached with future questions.  

 

V. Wrap-Up  
 

“Pass the gavel” in a semi-official ceremony and wish everyone 

luck! Provide an opportunity for informal socializing.  
 
 
Adapted from: The Wichita State University Student Organizations’ Handbook (1992-1993) 
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Binders / Files / Notebooks 
Officer Handbook 

 
 
Should Include: 

1. University Mission Statement   
2. Organizational Mission Statement  

3. Organizational Constitution and By-Laws  

4. Organizational Policies and Procedures   
5. Governing Organization Constitution and By-Laws (PHC, IFC, etc.)   
6. Important names and numbers (contact list)  

7. Student leader job descriptions  

8. Budget information  

9. Year-end reports and evaluations  

10. Pertinent correspondence  

11. Resource list  

12. Organizational Calendar  

13. Important forms  

14. University policies and handbook  

15. Organizational goals - both met and unmet  

16. Name and contact information of outgoing officers  

17. Unfinished project information  

18. Organizational Goals  

19. Specific Officer / Position goals  

20. Judicial Policies - Organizational and University  

21. Agendas and Meeting Minutes  

22. Committee Reports  
 
 
 

Outgoing Officer To Do List 
 
1. Organize all notebooks and files  
 
2. Finish all necessary correspondence (letters, e-mail, phone calls)  
 
3. Prepare year-end report and evaluation  
 
4. Develop action plan and time-line for new officer transition   

1. Including but not limited to:   
1. Necessary meetings attended and conducted by officer   
2. Important tasks   
3. Sharing tasks and duties with other group members   
4. Introductions to key people / Relationship building   
5. One on one meetings and training   
6. Financial Information   
7. Leadership training  

 
5. Complete Outgoing officer information sheet(s) - Enclosed  
 
6. Prepare / Update Officer Handbook  
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Outgoing Officer Worksheet 
 
 

[To be completed before transition meetings and training sessions] 
 
 
Please think through and respond to the following questions regarding your responsibilities. 

This information will be helpful to your successor. 
 
 
7. What I liked best about my job...  
 
 
 
 
 
 
 
8. What I liked least about my job...  
 
 
 
 
 
 
 
9. The most difficult decision I made was...  
 
 
 
 
 
 
 
10. What I could have done to make the experience better was...  
 
 
 
 
 
 
 
11. Obstacles to performing my job effectively were...  
 
 
 
 
 
 
 
12. Aids which assisted me in handling my job were...  
 
 
 
 
 
 
 
13. Things I wish I’d known before I took the job were...  
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Maintaining Continuity: Transition Questions 
Old Officers 

 
 
Directions: Many of these questions are geared toward former, or out-going officers. They 
should be considered carefully and communicated to the newly elected officer. New 

officers can use these questions to brainstorm ideas or goals for the upcoming term of office. 
 
1. What do you perceive to be your organizations objectives or goals?  
 
 
 
 
 

 

2. What do you consider to be the responsibility of your office?  
 
 
 
 
 

 

3. What do you wish you had done, but did not?  
 
 
 
 
 

 

4. What did you try that did not work?  Why did it not work?  
 
 
 
 
 

 

5. What problems or areas will require attention within the next year?  
 
 
 
 
 

 

6. Who was the most helpful in getting things done? (Who were good resources?)  
 
 
 
 
 

 

7. What should be done immediately in the fall?  
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One-on-One Meeting Handout 
 
 
This handout will assist in officer transition by focusing upon past accomplishments and 

providing a critique of the year in office. This report should serve as a supplementary 

resource in planning for the new officer’s term. 
 
Office: _________________________________ Name: ____________________________ 
 
Date: __________________________________ 
 
 
1. List other officers / chairmen with whom you worked and the projects involved.  
 
 
 
 

 

2. List specific accomplishments realized during your term in office and the reasons for 

their success.  
 
 
 
 

 

3. List any problems or disappointments you encountered as a part of your office 

and suggest ways of avoiding or correcting them.  
 
 
 
 

 

4. List supplemental materials and sources of information you found most helpful. 

Include specific alumni or faculty contacts, university / college officers, community 

resources, etc.  
 
 
 

 

5. Comment on the timetable applicable to your office. Give suggestions for 

increasing efficiency and effectiveness.  
 
 
 

 

6. List any other suggestions you feel would be helpful to your successor in carrying out 

the responsibilities of this office.  
 
 
 
 
 
 
Source: NIC Retreat Workbook (verbatim, pg. 47) 
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INCOMING OFFICER GUIDE  
Your Role as a Student Leader 

 
1. Work on the morale of your group members. Unless they feel good about their roles, your group 

members will not be as cooperative and productive as they could be.   
2. Expect any changes to be accepted gradually. Sometimes we expect people to accept 

changes overnight that we have been thinking about for months. Remember that it is almost 

impossible to change people... they usually must change themselves.   
3. Be available to help those who want your help. When we attempt to force our ideas of 

assistance when it hasn’t been solicited, we risk building resistance among our group.   
4. Let your group members determine the group’s purpose. Unless group members have a say in 

what is to happen, their participation will be half-hearted at best.   
5. Emphasize the process for working through problems rather than the final result. Your desired 

results may change as your group changes. An open channel of communication which involves 

all group members will help you incorporate these changes.   
6. Approach change through cooperative appraisal. When change is based on evidence, it 

reduces the chances for a win-lose situation. The decision will be based on what is right, rather 

than who is right.   
7. Encourage brainstorming and creativity. Provide feedback and support for new ideas and 

avoid penalizing for mistakes made for the sake of experimentation.   
8. Share decision regarding policies and procedures. By emphasizing how to solve problems, and 

involving your members in these decisions, you will created deeper commitment in your 

members.   
9. Recognize criticism as the first step individuals take in assuming responsibility. Use criticism as a 

chance to solicit suggestions for improvement.   
10. Share the glory.  You cannot expect enthusiastic participation if you take all the credit.   
11. Have faith and confidence in the ability of your group. People tend to live up to our 

expectations, be they high or low.   
12. Be sure your group has a common purpose. Structure meetings so that issues of common 

interest are discussed with the whole group, and individual concerns are addressed at 

other times.   
13. Trust the motives of all group members. Attend to every suggestion as a sincere one which 

deserves a sincere response.   
14. Don’t set yourself up as infallible. Be honest and admit when you lack an answer. Don’t be 

afraid to be human.   
15. Be specific.  Communicate exactly what you expect and think.  
16. Be socially sensitive.  Avoid being witty or funny at the expense of group members.  
17. Use the inquiry method.  Use questions to get information and define issues.  
18. Be impartial.  Play no favorites and give all group members equal chance to participate.  
19. Promote group cohesiveness.  Make all group members feel as if they belong.  
 
20. Manage conflict, don’t ignore it. Bring conflict into the open, and concentrate on issues, 

behaviors and facts rather than personalities.  
 
 
Adapted from: Student Organizations’ Handbook - The Wichita State University (1992-1993) 
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Incoming Officer’s Transition Worksheet 

[Questions to ask during transition] 
 
 
Please think through and respond to the following questions regarding your responsibilities. 

This information will be helpful to your successor. 
 
 
14. Things specific to the position I want to know about (forms, duties, etc...)  
 
 
 
 
 
 
 
 
15. Things I should do over the summer...  
 
 
 
 
 
 
 
 
16. People (positions) that I should get to know...  
 
 
 
 
 
 
 
 
17. Services that I need to know about...  
 
 
 
 
 
 
 
 
18. Things I need to know about working with my advisor...  
 
 
 
 
 
 
 
 
19. Other questions I want answered...  
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Maintaining Continuity: Transition Questions 
New Officers 

 
 
Directions: Many of these questions are geared toward former, or out-going officers. New 
officers can use these questions to brainstorm ideas or goals for the upcoming term of office. 
 
1. What do you perceive to be your organization’s objectives or goals?  
 
 
 
 

 

2. What do you consider to be the responsibilities of your office?  
 
 
 
 

 

3. What are your expectations of yourself in the office?  
 
 
 
 

 

4. What expectations do you have of the executive council?  
 
 
 
 

 

5. What expectations do you believe your members have of you?  
 
 
 
 

 

6. What problems or areas will require attention within the next year?  
 
 
 
 

7. What should be done immediately in the fall?  
 
 
 
 

 

8. Who do you anticipate will be most helpful in getting things done? (People outside 

your organization such as advisors, professors, administrative staff, etc.)  
 
 
 
 

 

9. Write down one specific problem you anticipate you will encounter during your term.  
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Incoming Officer’s Keys to the Future 
 
Before you begin goal setting with the members of your organization, you may benefit 

personally by developing your own goals. The goals may vary in terms of being long or short 

in range. Some things you may want to think about for yourself might be: the tone you would 

like to create in your organization, programming ideas, personal growth, the people you will 

be working with, budgeting, leadership training, etc. 
 
Begin your own goal setting now by brainstorming for possibilities of what you would like to 

be about during the upcoming year. 
 
 
 
 
 
 
 
 
Now list things you can do right away: 
 
Things I want to do starting right now!!! (Be specific - how, when, where...) 
 
1. 
 
2. 
 
3. 
 
Things I want to get started on soon: (when?) 
 
1. 
 
2. 
 
3. 
 
How do I get started? Is there anything I can do before tomorrow? What specifically? 
 
 
 
 
 
 
What can I realistically have accomplished one-week from today?  One-month? 
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WORKING WITH YOUR ADVISOR  
The Role of the Advisor 

 
As Viewed by the Advisor: 
· Resource Person  

· Friend / Counselor  

· Pick up the pieces when necessary  

· Assist in planning  

· Play devil’s advocate  
· Help set goals  

· Help maintain direction and provide continuity  

· Stimulate creativity and motivation  

· Serve as a sounding board for students  

· Facilitator for group process  

· Be accessible  
 
As Viewed by Student Leaders: 
· Resource Person  

· Positive reinforcement and support  

· Constructive criticism  

· Serve as liaison between organization and university  

· Deal with legal and contractual matters  

· Attend committee meetings  

· Advise on specific University procedures  

· Be available  

· Discuss ideas, but don’t dictate  

· Support events by attending  

· Play devil’s advocate when needed  
· Brainstorming  

· Realize leaders are volunteers  
 
Advisee / Advisor Relationships 
 
1. The responsibility for building the relationship must be shared between advisor and student.   

· View this relationship as a partnership  

2. The relationship must be based upon open, direct communication  

· Share needs, responsibilities, and expectations with each other.  

· Be prepared to negotiate.  
 
3. Both must recognize the other’s various roles and responsibilities in / outside of their 

activities position.  

· Know each other’s commitments and let each other know their impact.  
 
4. Both advisor / student are human beings who make mistakes, follow their own value 

systems, and work in individual, professional, person styles.  

· Accept, discuss, and learn from mistakes - then move on.  
 
5. Both advisor / student are continually growing, changing, and learning; each within 

their own unique stages of development. Challenge and support each other.  

 
Gwost, M.A. (1982).  Effective student and advisor relationships.  Programming Magazine, Dec. 
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The Role of Your Organization’s Faculty Advisor 
 
 
What is your advisor supposed to be doing? Your advisor can be a valuable resource, if you 

know what to expect and how to communicate with him or her. Below is a list of roles that 

your advisor may take in working with your organization. 
 
1. Problem Solving Agent: Your advisor may be the impartial third party that helps you 

work through problems and conflict.   
2. Counselor: You may find that your advisor is the type of person you can go to with 

your personal concerns.   
3. Information Resource Person: Hopefully, your advisor has been around long enough to 

know some of the ins and outs of getting things done at ODU. Use their experience 

and expertise!   
4. Idea Resource Person: Use your advisor to help discover new ideas when your 

creative juices dry up.   
5. Sounding Board: If you want to try out a new idea on an impartial party 

before proposing it to the entire group, try it out on your advisor.   
6. Administration Liaison: Rely on your advisor for advice on who in the administration 

can help you with your projects.   
7. Organization’s Representative: Hopefully, your advisor will represent your concerns to 

the administrative “powers that be.”  
8. Interpreter of University Policies and Procedures: Rely on your advisors expertise.  
 
9. Analyzer of the Group Process: Use your advisor as an observer if things in 

your organization seem to be stuck.  

10. Role Model: A positive one, of course!  
 
11. Attendee / Participant at Events: Be sure to keep your advisor informed so that he or 

she can at least put in an appearance to show support.   
12. Continuity Provider: Since the advisor is there from year to year as the student 

leaders change, he or she can provide a sense of the group’s history.   
13. Educator Regarding Organizational Philosophy: Your advisor can help you plan 

the training that your group needs to successfully accomplish its mission.   
14. Educator / Trainer of Student Members: Your advisor can help you plan the training 

that your group needs to successfully accomplish its mission.   
15. Maintainer of Records: Make sure that you give your advisor copies of all 

important documents so that they can be kept on file.  

16. Conflict Resolution Assistant: Use your advisor as an impartial mediator.  
 
17. Financial Supervisor: Use your advisor’s experience with University procedures to help 

you keep on top of your organization’s finances.   
18. Meeting Attender: Be sure to inform your advisor of all meetings so that he or she 

can attend.   
19. Assistant in Evaluating the Organization: Use your advisor as a resource to 

determine what you should be evaluating and when.   
20. Empowerer of Students: Your advisor should be a valuable resource who helps 

your organization reach good decisions.  
 
 
Adapted from: The Wichita State University’s Student Organizations’ Handbook (1992-1993) 
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MOTIVATION  
Keeping Your Officers and Organization Members Motivated 

Throughout the Year 
 

Ten Commandments for Student Leaders 
 
1. Look upon all of it as a learning experience.  

 

2. Mistakes are inevitable.  You have to learn to live with them, and so do others.  

 

3. Don’t get caught up with global issues, such as remaking the whole University and 

outgunning the Trustees. Politics is the art of the possible; so pick out some realistic 

goals and really go for them.  

 

4. Try to strike up a friendship with the administration.  They aren’t really bad guys and   
you might have something to learn from them.  Also, they are not automatic adversaries.  

Believe it or not, they like you and want to be helpful as you mature into real leaders. 
 
5. The common good is terribly important. It means the common good for students, 

faculty, and for the whole University community. You are part of it, so work for it.  

 

6. Be honest, especially with yourselves.  Integrity is probably the best quality of a leader.  

 

7. Be open minded.  No other attitude makes learning possible.  As Winston Churchill said,   
“All complicated questions have simple answers.  However, they are all wrong.”  

 

8. Be fair, even with grown-ups.  Fairness will win them more than anything else.  

 

9. Don’t be cynical. A cynic accomplishes nothing. All of us have to be shocked by the 
injustices we face in life. Cynicism will never conquer them and attain justice.  

 

10. This will probably sound silly, but my bottom line is laughter and love. It is important to 

be able to laugh at ourselves which means not to take ourselves too seriously, whether 

we are President or freshman. Somehow laughter gets us through the most difficult of 

solutions, but love is important, too, because in a very real sense, we can’t work 
together unless we respect and love each other, young and old.  

 
 
 
Taken from letter from Rev. Theodore M. Hesburgh, C.S.C. President of Notre Dame dated 10/30/95 
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How to Make an Impact as a Student Leader 
 

1. Be a role model.  
 

2. Confront unacceptable behavior.  
 

3. Utilize training experiences.  
 

4. Find the “teachable moment.”  
 

5. Be supportive of others.  
 

6. Actions should reflect words - be consistent.  
 

7. Develop expectations.  
 

8. Present programs that are reflective of your values and organizational values.  
 

9. Be consistent in your organizational promotions / advertisement.  
 

10. Structure experiences.  
 

11. Lead discussion sessions on values and ethics.  
 

12. Develop an organizational and/or personal code of ethics.  
 

13. Make a difference in all that you do!  
 
 
NACA National Convention, February 1991 
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The Office 
Transition Decathlon
By Scott Lyons, Johnson & Wales University (RI), and  
Henry C. Parkinson III, EdD, Fitchburg State College (MA)

Do you have a process for transitioning your officers? Do you feel like every year you 
have to start from scratch? Don’t fall victim to following the same old routine.  
It’s time to be a high-performing team by training  

for the Officer Transition Decathlon.
Did you know that Olympic Decathlon athletes are often referred to as the top athletes in 

the world? To compete in a decathlon, athletes must master 10 events requiring a variety of 
skill sets. Greater time and effort goes into training for this competition. Commitment and 
perseverance lead to mastery of each decathlon event. 
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Four Major Components to Officer Transition
Before training for the officer transition decathlon, it’s 

essential to first define “leadership transition.” According 
to the Bonner Foundation (www.bonner.org), “A leadership 
transition refers to the process by which one leader in an 
organization is replaced by another, along with the breadth of 
knowledge and information necessary to be successful in that 
position.”

There are four major components to officer transition:
1) selecting new officers
2) identifying key information to be shared
3) communicating key information to new officers
4) officers assuming their new roles

1. Selecting new officers sounds quite simple and in most 
organizations the process is. Organizations must decide 
what process they want to use, whether it be elections, 
applications, etc. In addition, they need to identify a 
timeline. When will your selection process take place?

2. Outgoing leadership must identify all and any important 
information to be shared with the new officers. This process 
should be completed throughout the year and not saved for 
the week of elections. The decathlon provides some events 
that you can implement to help with this process.

3. Key information must be shared with new officers. Develop 
a way to communicate this information effectively. A 
process should be established to facilitate dialogue between 
the old and new leadership. 

4. The new officers need to assume their roles. They need to 
be coached, but empowered by the old officers to do their 
jobs. In addition, new officers should begin the planning 
process for the next academic year. Take some time before 
the semester ends to begin the process. Most organizations 
underestimate the power of the second and third step 
of this process. Creating a new process that emphasizes 
key information about the organization, its events and 
resources, coupled with a plan to share the wisdom, is the 
core of the officer transition decathlon. 

10 Key Events 
Now that you are acquainted with the four key steps to 

the officer transition process, it’s time to train for the Officer 
Transition Decathlon. Practice is the best way to master the 10 
key events, so expect it to take some time to perfect.

1. Make transition an event.
Quite often, outgoing leaders are ready to dash from their 

leadership roles. New student leaders consistently report 
that they felt more prepared for their leadership role when 
past officers spent time sharing important information and 
resources. Officer transition should be treated just as any 
other planned event. A representative within the organization 
should be responsible for coordinating the transition process. 

Additionally, work together as a team early on to establish an 
officer transition timeline. 

2. Create and evaluate position descriptions.
A clear definition of responsibilities and minimum 

qualifications helps maintain the integrity of the organization 
and clarifies roles. The leadership position designated to 
facilitate the leadership process should have this responsibility 
outlined in their position description. It’s best to evaluate 
position descriptions annually as your membership and 
leadership changes. Who is this leader in your organization? 

3. Evaluate your model for officer selection.
Groups can easily fall into the habit of repeating history 

and following outdated procedures without evaluation. 
When was the last time your organization evaluated the 
success of its process in selecting new officers? Advisors and 
student affairs staff can be great resources in answering this 
relevant question. Organizations are constantly evolving and 
identifying new ways to identify future leaders. Consider 
one of the following models as a best practice for your 
organization:

l� Election—Nomination of candidates is followed by speeches 
and open or closed ballot election.

l� Selection—Interested candidates complete an application 
and interview for selection.

l� Combination—Some positions are elected, while others are 
appointed or filled via the interview/selection process

4. Open positions to new ideas and people.
Cliques are often the culprit of poor membership retention 

and member dissatisfaction. Members frequently recruit their 
friends to get invested in their organizations and activities. 
Eventually, organizations become quite uniform with members 
who share many of the same interests and perspectives. 
Businesses are more committed than ever to hiring individuals 
with a respect for different perspectives and experience with 
diverse cultures and backgrounds. Set goals early to recruit a 
diverse membership base and make leadership opportunities 
open to a variety of members. 

5.  Plan at least two meetings for information sharing and 
questions.

One meeting can easily limit the transmission of information 
between outgoing and incoming leadership. Additionally, 
setting a goal of two required meetings may yield a greater 
likelihood that at least one meeting will take place. Provide 
support for these meetings by offering an agenda outlining all 
important information to be shared.

6. Use binders/notebooks to be passed on for each position.
Many organizations require student leaders to keep a 

record of their programs, budgets and activities. However, 
they rarely offer structure to provide the easy transmission of 
information. The Bonner Curriculum provides a great activity 
for your group to utilize in creating an exceptional notebook 
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of information. Key ingredients for a leadership transition 
binder/notebook include:

l People—organizational members, key members of the 
community, press information, funding sources

l Documentation and methodology—training manuals, 
organizational constitution, recruitment and event fliers, 
important forms, meeting minutes, budget documentation

l Key activities—communications, contracts and other 
documents for programs and activities

l Personal notes and observations—evaluation forms, notes 
about what did/didn’t work and recommended changes

7. Introduce new officers personally to key resources.
Once the new leadership assumes their positions and 

information sharing has been completed, you should begin to 
coach the new officers. Introduce them to any resources that 
helped your organization succeed. Maybe it was a partnership 
you formed with another organization or faculty member. It 
could be important phone numbers you have collected. You 
should share with them anyone that will help the organization 
continue to grow. 

8. Set organizational goals.
When was the last time you sat down to set some short- 

and long-term goals as a group? Organizations should go 
through a strategic planning process every few years and 
minimally participate in a goal-setting exercise each year. 

To plan strategically, an organization must identify their 
core values, purpose, mission, vision, goals and action steps. 
Identify the hurdles to surpass with ease.

Your core values are defined by how you spend your time. 
What do you value as an organization on a day-to-day basis? 
This is an important step toward organization development. If 
you don’t know what you value, it will be hard to identify your 
true mission.

Next, begin to develop your purpose. Why do you exist? 
Include an assessment of your public image in your discussion 
of purpose. What do your peers believe is the purpose of your 
organization?

This leads to your vision. Who do you want to be? Your 
vision is about “being.” Where do you see yourselves in 3-5 
years? What do you want to be known for in five years?

In order to reach your vision, you need to have a mission. 
Your mission is about “doing.” What do you do on a day-to-
day basis? How will you achieve your vision? Your mission 
statement should be short, succinct and something you are 
proud of.

Additionally, you should establish goals. What do you want 
to accomplish this year that will help you live your mission 
and ultimately achieve your vision? Your goals must reflect 
your core values, vision and mission statement.

Lastly, you must develop action steps. How are you going to 
achieve your goals? These are concrete, easily identified, visible 
steps that put your plan into action. They are very specific and 
time sensitive.



Every step in this process depends on the next. You can’t do 
one without the other and it always comes back 360 degrees. 
Start big and end specific. 

9. Hold a retreat and/or training sessions.
Strategic planning takes time and commitment. However, 

with the proper tools and training, it can be a successful event.
Once the new officers are in place, they should recruit an 

advocate, such as an advisor, to set up a retreat or some type 
of training. These can take place on or off campus. The most 
successful retreats take place off campus. A successful retreat 
will set up the platform for the strategic-planning/goal-setting 
process.

Allow officers and members to come together and talk 
about what you value and where you see the organization 
going. It is crucial that this is a group effort and that you 
empower all members in this process. This will create buy-in 
and will lead to greater success in the future. This retreat can 
also be a platform to begin building a team and bringing the 
new leadership together to work on its shared purpose. 

10. Reward and recognize.
The final step in this decathlon is to make sure you reward 

and recognize all who made the process successful. This 
will include old and new leadership, advisors, members, etc. 
Celebrate your small victories and capitalize on each step of 
the way. Discuss how members are working toward your goals 
of ongoing officer transition and information sharing. Praise 
members for going above and beyond to put the future of the 
organization as a priority. Rewards don’t have to cost much. A 
simple thank-you goes a long way.

Key Resources and Support Networks
The most successful athletes have guidance and support 

from coaches and other resources. The most fundamental 
information to be shared with new student leaders is that the 
success of an event relies on the effort and relationships with 
all team members and stakeholders. Take note of these key 
people that help support your organization and events.

l Advisors
l Campus administration
l Operations/conference center staff
l Dining services
l Campus police/security
l Facilities
l Organizational members/volunteers
l Other student/community organizations
l Outside peer groups (constituent groups on other 

campuses)
l Agencies/artists/performers

All should play an integral role in leadership training and 
the transitioning process. For example, advisors can facilitate 
new officer retreats and enable all new officers to participate 
in setting goals and expectations. Local agencies or artists can 

attend a meeting to offer key tips for advancing shows and 
artist hospitality.

An Ongoing Process
Training for the Officer Transition Decathlon is an ongoing 

process. Utilize the decathlon events as an outline and 
personalize it for your own institution and organizational 
needs. Remember, officer transition should be an event like 
one your organization plans for campus and, as such, the same 
amount of planning and evaluation should occur.

Set goals as an organization for how you will make 
the transition of officers in your organization an event. It 
takes time to successfully work through change. Utilize 
the resources and don’t be afraid to ask for help. The small 
wins you celebrate today may lead to huge wins for your 
organization and campus in years to come. Don’t forget to 
have fun!
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