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State Officer Application 

2015-2016 Academic Year 

 

The Decision to Run for State Office 

Service as a state officer is an opportunity to gain valuable leadership 

experience and contribute to the development and achievement of 

California Phi Beta Lambda.  This guide provides information about state 

officer candidate eligibility, the selection process, and an overview of 

the expectations, responsibilities, and activities of state officers. 

Selection as a State Officer in California PBL requires successfully 

completing a process unlike that of many membership organizations, 

but very familiar to those who are already engaged in pursuing their 

careers.  Rather than electing officers based on popular vote, California 

PBL selects its officers much like an organization might hire its executives.  

California PBL is not a club; therefore, the organization seeks to operate 

as much like a business as possible.  To that end, the organization relies 

heavily on the professionalism and business skills of its student officers to 

effectively manage and lead the organization.  The officer selection 

process, described in detail below, is designed to help the organization 

find those leaders who have the greatest chance of success each year. 
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To be successful in the State Officer selection process, be sure to carefully review and consider 

the following: 

 Review this guide and be familiar with state officer responsibilities and selection 

requirements. 

 Meet with your local chapter adviser, family, school administrators, chapter members, 

employers, and other significant parties to discuss applying for state office and gain their 

support. 

 Obtain support from the president, adviser, and members of your local chapter.  You will 

work with your chapter as a team as you carry out your state officer duties and 

responsibilities 

 Familiarize yourself with FBLA-PBL’s mission, history, bylaws, publications, programs, and 

activities.  The Chapter Management Handbook and the state and national websites are 

excellent resources. 

Qualifications 

All candidates must: 

1. Have an official representative of his/her school serving as the chapter adviser 

2. Be a paid member in good standing in a PBL chapter at the school in which he/she is 

enrolled 

3. Be enrolled as a member at a higher education institution with a Phi Beta Lambda 

chapter at least through the end of the 2015-2016 academic year (2016-2017 academic 

year if applying for President-elect). 

4. Be familiar with key business concepts (cources, workshops, organizations, etc.) 

5. Demonstrate a willingness and ability to commit time, resources, and skills to complete 

the state officer role(s) assigned during his/her term of service. 

In order to ensure the consistency and effectiveness of each officer team, it is the preference of 

California PBL that the individual serving as State President have previously served as the 

President-elect for a full year before assuming the role of President.  In the event that this is not 

possible, priority will be given to selecting a State President who has experience as a state 

officer or local chapter president. 
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State Officer Application Procedures 

1. Candidates for state office must submit the following items on or before March 11, 2015 

on our website at www.capbl.org. 

a. State Officer Candidate Application 

b. State Officer Candidate Work and Writing Sample 

c. Résumé (highlighting FBLA-PBL involvement, leadership, and industry experience) 

d. Letter of Recommendation for state officer candidacy from a person of authority 

who can speak to the candidate’s character and leadership experience (chapter 

adviser, chapter president, chapter officer, etc).  Letter may not come from a 

current State Officer or State Staff Member. 

2. Candidates will be contacted to schedule an interview appointed by the State Officer 

Selection Committee via email.  Interviews with the State Officer Selection Committee 

will be conducted prior to the State Business Leadership Conference via video 

conferencing software.   

 

A second in-person interview will be conducted at the State Business Leadership 

Conference with the State Officer Coach, State Advisers, and/or current State President. 

Financial Notes 

Limited funds are available to cover travel, lodging, and expenses for the state officers when 

attending official meetings and activities.  A budget will be developed and approved by the 

State Leadership Team and maintained by the State President throughout the year. 

A Name badge, business cards, and a polo shirt will be provided for all newly elected officers. 

Complimentary registration and lodging will be provided for the following conferences for each 

state officer: 

 State Fall Business Leadership Conference 

 State Business Leadership Conference 

NOTE: No student shall be denied the right to serve as a state officer because of limited 

finances.  It is the responsibility of the candidate’s local chapter adviser to notify the State 

Leadership Team of a candidate in this situation. 

 

http://www.capbl.org/
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State Officer Selection Process 

To ensure we have qualified candidates applying for office, candidates will participate in the 

State Officer selection process.  During each section of the selection process, candidates will be 

graded on a rubric by the State Officer Screening Committee and Chapter Representatives. 

1. Application.  Submit the Candidate Application Packet, Work Sample, Writing Sample, 

Résumé, and Letter of Recommendation on or before March 11, 2015 on our website at 

www.capbl.org.  The application materials will be graded on a 100-point scale by 

members of the State Officer Screening Committee.  Candidates must receive a 

minimum of 60 points in order to qualify for an interview. 

2. Online Interview.  A 15-minute interview will be conducted by the State Officer Screening 

Committee between March 19 and March 23.  An appointment will be set with each 

candidate via email.  The interview will be graded on a 100-point scale.  Candidates 

must receive a minimum of 60 points in order to qualify for the in-person interview. 

3. In-Person Interview.  A 10-minute interview will be conducted by the State Officer 

Coach, State Advisers, and/or current State President between 4:30pm and 5:30pm on 

Friday, March 27.  The interview will be graded on a 100-point scale.  Candidates must 

receive a minimum of 60 points in order to qualify for the question and answer session. 

4. Question & Answer Session.  Qualified candidates will go through a 15-minute question 

and answer period with the membership.  This question and answer period will take 

place at March 27, 2015 during the opening session.  Each candidate should come 

prepared to state their name, chapter, current FBLA-PBL qualifications, and goals for 

California PBL.  Each chapter will have one Chapter Representative that will vote on 

behalf of the chapter.  This session is conducted similar to a talk-show format. 

5. Candidates that pass the application, interviews, and Q&A portions will be 

recommended as State Officer candidates to the Executive Director.  A percentage of 

the application, interview, and voting scores are calculated to determine each 

candidate’s final score.  Candidates achieving the highest scores will be selected to the 

State Officer Team.  The State Officer Screening Committee will select the most 

appropriate position for the candidate based on the candidate’s application, interviews 

and Q&A responses.  The new state officers are announced at the Awards of Excellence 

Ceremony and sworn into office. 

6. The newly elected state officers must attend a mandatory lunch meeting on Sunday, 

March 29, 2015 at the Ontario Airport Hotel currently scheduled for 1:00 pm to 2:30 pm.  

Please schedule your transportation accordingly. 

NOTE: If an office position is not filled at the State Business Leadership Conference, applicants 

will be appointed following the State Business Leadership Conference. 

Some state officer roles may be split, combined, or vacated based on the recommendation of 

the State Officer Screening Committee and subject to approval by the State Leadership Team. 

http://www.capbl.org/
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Duties & Responsibilities of State Officers 

1. As a state officer you are a member of the State Officer Team.  This team plans and 

implements projects, programs, workshops, and conferences.  Your primary duty is to be 

a contributing member of the team and provide support for your fellow officers and all 

members of California Phi Beta Lambda. 

2. All state officers are required to attend all State Executive Board meetings, State Officer 

Team meetings, training sessions, State Conferences, and official activities. 

3. State officers are expected to possess a strong base of knowledge about the association 

and be capable of discussing ideas and issues affecting the state chapter intelligently. 

4. Officers must keep up to date on correspondence.  Copies of all official correspondence 

must be sent to the State Advisers and State President promptly. 

5. Each officer is responsible for a monthly report based on the team’s program of work. 

6. Each officer is responsible for documenting all work done as to benefit the training and 

work of future state officers. 

7. It is strongly recommended that state officers attend the Institute for Leaders program 

from June 23-24 in Chicago. 

8. It is strongly recommended that state officers attend the National Leadership 

Conference from June 24-27 in Chicago and further recommended that state officers 

apply for the IFL & NLC Scholarships which must be received by the National Center 

before April 1st. 

9. Additional responsibilities of state officers include: 

a. Prepare and deliver appropriate presentations when asked to visit schools, 

conferences, businesses, civic groups, etc. 

b. Communicate with Phi Beta Lambda members through appropriate newsletters 

and online media. 

c. Recruit new members and chapters. 

d. Retain returning members and chapters. 

e. Support your local chapter and its activities 

f. Contribute ideas for improving California Phi Beta Lambda 

10. State offices shall serve as model representatives of and advocates for Phi Beta Lambda.  

State officers are frequently called upon to make presentations before professional and 

student organizations and may need to miss school to represent Phi Beta Lambda. 
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Duties of the President 
1. Lead the state officer team as chair for all State Officer Meetings 

2. Serve as a voting student member of the State Board of Directors 

3. Interface regularly with all members of the State Leadership Team to coordinate efforts 

between the advisers, staff, and officer team. 

4. Serve as a coach to other officers, ensuring that they know their responsibilities and are 

actively moving forward toward completion of their assignments. 

5. Ensure all local chapters are engaged and receiving regular communication. 

6. Lead the planning of California Phi Beta Lambda conferences and activities. 

7. Appoint committees and serve as an ex-officio member of each committee. 

8. Fill state officer vacancies by appointment as appropriate, subject to approval of the 

State Leadership Team. 

9. Serve as California Delegation Chair at the National Leadership Conference following 

his/her year as president, presenting any appropriate reports, etc. 

Duties of the President-Elect 
1. Support the State President with their duties in the first year of term 

2. Fulfill the role of State President in the absence of the President 

3. Interface with the State Leadership Team to manage state budget and financial 

reporting 

4. Serve as secretary for all State Officer Meetings and any other official meetings, ensuring 

that accurate records are maintained of all decisions and official actions. 

5. Serve as liaison to the California FBLA, Middle Level, and Professional Divisions of the 

association. 

6. Chair the State Advisory Committee (SAC) 

7. Serve as the President during second year of term and fulfill the duties listed above in the 

section “Duties of the President” 

Duties of the Director of Business Relations 
1. Secure non-dues revenue sources through sponsorships, contributions, and state-

sponsored fundraisers. 

2. Obtain business partners for the benefit of the State Chapter and provide members with 

access to those business partners. 

3. Maintain partnership records for the State Chapter. 

4. Other duties and responsibilities assigned by the State President or State Leadership 

Team. 

Duties of the Director of Technology 
1. Update and maintain state website with content provided from Director of Marketing 

2. Oversee IT needs of the State Leadership Team 

3. Other duties and responsibilities assigned by the State President or State Leadership 

Team. 

NOTE: This position is typically combined with another role. 
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Duties of the Director of Marketing 
1. Compose the California PBL E-mail Blasts (at minimum, monthly). 

2. Develop content and update State Chapter social media accounts. 

3. Update state website with formatted news articles 

4. Promote chapter unity and communication 

5. Encourage Adviser involvement 

6. Develop professionally formatted newsletters, flyers, e-mail blasts, social media updates, 

blog posts, web pages, presentations, and/or videos and develop or obtain appropriate 

multimedia content to include in the above media. 

7. Other duties and responsibilities assigned by the State President or State Leadership 

Team. 

Duties of the Director of Programs 
1. Oversee all state programs. 

a. Next Top Chapter 

b. Fresh Start 

c. iNetwork 

d. Member of the Month 

e. Other honors and recognition programs 

f. Mr. / Ms. PBL 

2. Promote national programs. 

3. Manage chapter participate in the State and National Awards Programs. 

4. Maintain records for chapter and member recognition. 

5. Develop the California PBL Awards Program (CAP) 

6. Other duties and responsibilities assigned by the State President or State Leadership 

Team. 

Duties of the Director of Membership 
1. Directly communicate with Local Chapters, local chapter officers, and local chapter 

members to preserve connection between State and Local Chapters 

2. Visit (in person) every chapter in his/her region (or delegate to other State Officers) 

attending either an Executive Board meeting or General Membership Meeting. 

3. Follow up with Chapter Organization Packet (COP) requests and maintain COP and 

membership records for the state chapter 

4. Promote and support Virtual Chapter 

5. Ensure PBL involvement with FBLA and Middle Level 

6. Recruit and retain chapters and members 

7. Correspond with FBLA members and recruit FBLA graduates 

NOTE: This position is typically broken up into geographic regions with one officer serving each 

region. 
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State Officer Rights and Responsibilities 

As California Phi Beta Lambda State Officer, I recognize the following rights and responsibilities: 

1. I shall serve the community (contribute to the common good)… 

In return, I shall receive rights from the community. 

A rising tide floats all boats. 

2. I shall do the little, everyday things… 

In return, I shall have the right dream big and try the fancy stuff. 

Fundamentals.  Fundamentals.  Fundamentals. 

3. I shall show up prepared to share my ideas and opinions… 

In return, I shall have the right to be heard and considered. 

Have something to bring to the table; it will make you more welcome. 

4. I shall be early to all events and meetings and not waste others’ time… 

In return, I shall have the right and expectation that my time will not be 

wasted. 

The early bird gets the worm. 

5. I shall provide constructive feedback to others… 

In return, I shall have the right to receive feedback from others. 

Learn from your mistakes and, better, learn from the mistakes of others. 

6. I shall mentor others and help others grow… 

In return, I shall have the right to be mentored. 

Pay it forward. 

7. I shall invite others “into the circle...” 

In return, I shall have the right to be included. 

“Reach out and touch someone.” 

8. I shall inspire and encourage others 

In return, I shall have the right to work in an inspiring and positive 

environment. 

What goes around, comes around. 

9. I shall look for the best in everybody… 

In return, I shall have the right to be given chances to perform/produce. 

The best things in life are worth waiting for.  Patience is a virtue. 
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10. I shall try, try, try again and again until I succeed… 

In return, I shall have the right to be trusted to handle important matters. 

If at first you don’t succeed, try, try again. 

11. I shall accept that I will fail sometimes… 

In return, I shall have the right to fail spectacularly. 

Don’t be afraid to be your best even if it doesn’t work out like you 

expected. 

12. I shall alert people to bad news, problems and issues early… 

In return, I shall have the right to be trusted with challenging projects 

I have good news and bad news… 

13. I shall tell the truth… all the time… 

In return, I shall have the right to be trusted. 

The truth will set you free. 

14. I shall handwrite thank you notes… 

In return, I shall have the right to be appreciated for my work. 

Show gratitude. 
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State Officer Code of Conduct 

State officers serve as ambassadors for the association, and their conduct and deportment are 

critical to the success of their mission.  State officers are expected to abide by this code. 

State officers who violate or ignore the elements of this Code of Conduct subject themselves to 

any or all of the following consequences: 

A. Have any honors or offices cancelled and withdrawn. 

B. Be forbidden from attending any future state chapter conference or event. 

C. Cover expenses incurred as a direct result of their violation. 

D. Be removed from the conference or event at their own expense. 

E. Make a public apology for his/her transgression. 

Code of Conduct 
1. State officers shall behave in a courteous and respectful manner, refraining from 

language and actions that might bring discredit upon the California Phi Beta Lambda 

organization. 

2. State officers shall fully participate in all appropriate activities, conferences, workshops, 

business meetings, etc. for which they have responsibility. 

3. State officers shall abide by the official FBLA-PBL Dress Code, or any prescribed 

alternatives with prior approval of the State Leadership Team. 

4. State officers shall be willing to take and follow instructions as directed by those 

responsible for them. 

5. State officers shall avoid places and actions that in any way could raise questions as to 

their moral character or conduct.  Some specific examples include but are not limited to: 

a. Consuming alcohol while conducting state business or in uniform. 

b. Any action that violates municipal, state, or federal statutes. 

c. Being present at any location with underage drinking. 

d. Social media posts with drug or alcohol paraphernalia. 

6. State officers shall treat all people fairly and with respect. 

7. State officers participating in Phi Beta Lambda assignments shall not damage or deface 

property.  Any damages to any property shall be paid for by the state officer at his/her 

own expense. 

8. State officers shall communicate any circumstances that prevent them from carrying out 

predetermined plans or assignments to their State President, Local Adviser, AND State 

Leadership Team. 

9. State officers are not permitted to wear any campaign materials at the State Business 

Leadership Conference, nor are they allowed to campaign for a candidate for state 

office, or serve as a campaign manager, except when campaigning for oneself. 
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I. Personal Information 

 

Last Name:         First Name:           MI:         

Birth Date:       /      /         Gender:            

Contact (School Year, Current) 

 

Address:        Cell: (        )        -        

       City:        State:       Zip:         Alt. Phone: (       )        -         

  E-mail:          

Contact (Permanent)  Same as above 

 

Address:         

       City:         State:      Zip:         Phone: (       )       -        

Academic 

 

Major:         2nd Major or Minor (if applicable):          

Year in school:         Career Goals:          

Miscellaneous 

 

Do you have access to a car?         

How many years have you been in FBLA?        In PBL?          

 

II. Chapter/Adviser Information 

 

School:         Adviser:          

Address:         Phone: (         )        -         

       City:         State:        Zip:         Fax: (       )       -        

  E-mail:         Year(s) as PBL Adviser:         
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III. Position Desired 
Office(s) applying for (check all that you wish to be considered for this year): 

  

President  (2015-16 only; must have 

been a previous state officer or local 

chapter president) 
 

President-Elect (2 year 

commitment; expectation is that 

this person will serve as State 

President for 2016-17) 

 

  Director of Business Relations  Director of Technology  

  Director of Marketing  Director of Programs  

  Director of Membership    

 

IV. Work Sample 

You received a request to visit a local PBL chapter.  The chapter would like you to provide an 

overview of PBL to prospective members and the benefits they will receive by joining the 

organization.  The PBL chapter is fairly new and excited to have a representative from the State 

Team to present to their members. 

Explain how you would go about ensuring a successful visit experience.  How will you prepare?  

How will you conduct the presentation?  Some examples of what you could include in this 

explanation are: 

 Outline of your presentation 

 Sample PowerPoint slides or visuals for the presentation 

 Sample email correspondence to the member making the visit request 

 Sample thank you letter following the presentation 

Your explanation should demonstrate the following: 

 Ability to plan and prepare for presentations 

 Level of writing skills through correspondence samples 

 Knowledge of PBL 

Please note you may submit more than one page for this work sample, but it should be clear, 

detailed, concise, and professional. 
 

V. Writing Sample 

In a one (1) page memo, please list ten (10) goals and objectives you would like to work on as 

an officer of CA PBL. Please use SMART criteria (http://en.wikipedia.org/wiki/SMART_criteria).  

Also, in your memo, choose the one (1) goal you really want to accomplish, describe why you 

chose that is as your top priority, and elaborate on what you would do throughout the year to 

achieve your goal.  

Please format your memo in accordance with the PBL Formatting Guide (www.fbla-

pbl.org/data/files/docs/FormatGuide.pdf) 
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VI. Questions 

Please answer the following question in 500 words or less. 

Who are you? 

      

Please answer the following question in 500 words or less. 

Tell us about your dream job. 
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APPLICATION CERTIFICATION 

Becoming a state officer of California Phi Beta Lambda requires a commitment on the part of 

all parties involved.  In order to make that commitment, each party must understand their 

responsibility in this leadership experience.   In order for this application to be accepted, all 

appropriate signatures must be completed. 

Certification by Applicant 

If elected to serve as a California Phi Beta Lambda state officer, I agree to: (place an “x” in 

each box) 

 

 Remain committed to my education and family obligations 

 Make FBLA-PBL state service a top priority after my education and family responsibilities 

 Promote the growth and success of California Phi Beta Lambda chapters 

 Follow the established state officer guidelines, procedures, and regulations 

 Attend all State Officer Meetings and Trainings 

 Attend all State Business Leadership Conferences 

 Cooperate with my school officials, local chapter advisers, and state chapter leaders at all 

times 

 Perform all assigned officer responsibilities 

 Keep my school administration, local adviser, and state leaders informed of all activities and 

results 

 Maintain the highest degree of personal honor, integrity, and ethics 

 

Candidate’s Signature         Date      

 

Certification by Local Chapter Adviser 

If _________________ is elected, I agree to: (place an “x” in each box) 

 

 Support this officer if he/she is elected 

 Ensure that all school policies regarding travel and absences are followed 

 Ensure that school officials are appropriately informed of the officer’s activities 

 Monitor the officer’s academic program 

 Assist the officer with the successful performance of his/her duties and responsibilities 

 Communicate with California Phi Beta Lambda leaders regarding officer performance issues 

 

Adviser’s Signature         Date      
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Certification by School Administrator (e.g. Dean, Dept. Head) 

If _________________ is elected, I agree to: (place an “x” in each box) 

 

 Support this officer if he/she is elected 

 Support the adviser’s role throughout the year, including attendance at appropriate events 

 Enable the officer (and adviser if appropriate) to attend required events 

 

Administrator’s Signature         Date    _______ 

 

Administrator’s Position         Email      
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