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Voice of WKU - VOK regulation
2024.9


· Introduction

Voice of WKU is an entertainment and leisure community founded in 2014 (renamed from Voice of Kean to Voice of WKU in 2020), and is one of the Five Star Clubs of WKU in 2018-2024. In 2023, Voice of WKU became the first student association to obtain full marks in the community evaluation. At present, there are eight departments, including the Chinese Department, MC (Morning Call) English Department, Radio Drama Department, Propaganda Department, Technology Department, Planning Department, Finance Department, and Secretary Department, as well as the host team and the "WKU Podcast" team cooperating with the official wechat public platform of Wenzhou-Kean University, which are mainly responsible for the production and operation of campus radio. In addition, Voice of WKU hosted four classical reading competitions and two dubbing contests of WKU, and achieved complete success. 

· Instructors

[bookmark: _GoBack]Tang Lianyi from school library, Shang Rui from Office of Communication and Public Relations and Prof. Abbigail Ajim from College of Liberal Arts.

· Meeting Arrangement

Regular management meetings will be held every Wednesday from 19:30-22:00.

· Recording matters

1. Broadcasting Problem
If you don’t know how to operate, look for the group file “broadcasting     tutorial” If the machine is breakdown, find the minister of technology or director is the priority.
2. AU Procedural Problem
3. In the event of offline or others failures, find the minister of technology or director is the priority.
4. Other problem
5. Consult the minister of the department is the priority.
6. Broadcasting Room Reservation
7. The shared document is published every week. After filling the time in the file, remember to make an appointment for the management to open the door in advance.  
8. The location of Recording files
All files need to be saved in the VOK recording folder in this semester. The naming format is “name + department + program name”. Do not stack them on the desktop randomly, which will cause the computer shut down. 

· Propaganda Tweet Production Process

1. The minister of propaganda assigns tasks in the task group, and sends the tweet to the small group after completing it, reviews and revises it with the minister.

2. After the minister's review is approved by director review. Make the final debugging on the WeChat official account platform and upload it.

· Activity Process

1. The planning department and the management vote on whether to implement the event. If the number over 3/4, it will be implemented. 

2. After the planning minister determines the tasks, the planning department prepares the entire process and implementation plan. Then the person in charge of the activity pulls a small group of relevant ministers, such as the chief financial officer, the propaganda director, and the chairman. And informs the relevant specific content for implementation. 

3. If there are related recruitment needs, the copy needs to be edited and sent to the group and director. Then the chairman publishes the group announcement. And the person in charge of the activity pulls the recruiter group and arranges related matters (this group is independent of the above-mentioned person in charge. The small group is only responsible for notifying and arranging recruitment matters).

4. After the event is over, properly arrange the logistics and aftermath work, and hold a review meeting.

[Special attention] All arrangements, notifications and information transmission need to be carried out in the small group of responsible persons and ensure that the information is delivered in place. All work must be carried out to the individual, and ensure that the timeline is reasonable.


· Activity Flow Chart
· 
· The planning department conducts activity review and summary
Activity execution, logistics arrangement
The person in charge of the event pulls the small group of ministers in charge to inform the specific content and requirements of this event.
The person in charge of the activity recruit activity volunteers and pulls the group to notify related tasks.
The planning department met to determine the plan and the overall process, determine the person in charge of this event.



· 
Management Division and Responsibilities

1) Operational sector management

1. Planning Minister: Responsible for the planning and implementation of all activities; including communication between various departments and outreach between the associations, writing plans, supervision and management of the executive team, properly handling the problems in the activities and reviewing them.

2. Propaganda Minister: Responsible for the production and review of all VOK announcement materials, including tweets, peripherals, etc.
Operation team: Responsible for the update of the functions and materials of the official platforms of VOK; including the operation of the WeChat official account, the campus official community website, the b station account, etc. (note that the account password is properly stored).

3. Technical Minister: Provide technical support in the company; carry out AU operation training and paging training; assist in the production of audio production of the radio drama department; regularly organize the desktop folder to update the AU version or help contact the IT teacher to solve other technical problems.

4. Secretary Minister: Responsible for collating and collecting personal information of members of the society; sending birthday wishes regularly; urging ministers to submit meeting minutes after departmental meetings and sorting them out; assisting in various clerical tasks in the society, such as email writing and basic information updates, assist the president in arranging tasks.

5. Finance Minister: Responsible for the management of funds within the company; contact the merchants to ask for invoices and save them, and sort out financial statements; regularly check and sort out the materials in the company and update the shared document information (pay attention to the neatness of the material storage).



2) Daily sector management

1. Radio Minister: properly arrange the recording work of the members into groups; report to the president after the initial grouping and recording rules are established; remind the members to make and page before the program needs to be broadcast; if necessary, it can be held regularly Departmental meetings; humanistic care.

2. English MC Minister: properly arrange the recording work of the members into groups; report to the president after the initial grouping and recording rules are formulated; remind the members of the production and paging in advance before the program needs to be produced and broadcast; if necessary Regular departmental meetings; humanistic care.

3. Radio drama Minister: properly arrange the recording work of the members into groups; report to the president after the initial grouping and recording rules are established; remind the members of the production and paging in advance before the program needs to be produced and broadcast; if necessary, regularly Convene departmental meetings; regularly conduct pia drama and drama sense exercises; humanistic care.
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