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 Obtain events/programs cal-
endar 

 Contact advisees to set up 
meetings 

 Obtain constitution/bylaws 

 Obtain contact info. for of-
ficers/members 

 Review transition materials  
left by predecessor 

 Understand supervisor’s ex-
pectations for your role 

 Understand Student Services 
expectations for your role 

 Review purpose/mission of 
the group 

 Review upcoming programs/
events 

 Check status of RSO regis-
tration 

 

 

 

 Set meeting schedule for one
-on-ones 

 Review mutual expectations 

 Discuss member recruitment/
Activities Fair/Ice Cream 
Social presence 

 Discuss meeting protocol/
format 

 Build rapport with members 
(keep candy on desk, keep 
light on, share interests, as-
sess environment of office, 
keep barriers away) 

 Discuss upcoming programs/
events 

 Review previous goals 

 Learn what was accom-
plished over the summer 

 Observe culture of organiza-
tion 

 Obtain meeting schedule for 
the group 

 Obtain member contact in-
formation/list 

 Observe culture of organiza-
tion (through member in-
volvement, norms, personali-
ties, formality, meeting 
structure, agenda) 

 Discuss mutual expectations 
between group and advisor/
Complete Advisor Expecta-
tion Survey 

 Discuss upcoming programs/
events 

 Build rapport between mem-
bers (introductions at first 
meeting) 

In one-on-ones 
with Students In the office 

In Group Meetings 

Adapted from Illinois State University 



 


