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Foreword  

  

The State Officer Program Guide was created to assist SkillsUSA advisors and 

members in preparation for state officer candidacy. 

  

This guide provides an overview of the state officer program from beginning (candidacy) 

to end (completion of year of service.)  Each section of the State Officer Program Guide 

provides information for advisors and members in understanding the expectations of a 

state officer, as well as clarifying the qualifications, rules and details of candidate 

events. 

 

In addition, preparation suggestions and resources for state officer candidates have 

been provided. 

 

We hope this all-encompassing resource will aid our stakeholders in better 

understanding the state officer election process as well as give insight into the goals 

and objectives of the state officer program and expectations of the state officers once 

they are elected.  

 

 

 

  

  

Contact Information for Questions 
 

Shania Willyard 
SkillsUSA Tennessee Postsecondary State Director 
shania.willyard@tbr.edu 
615.366.4497 

mailto:shania.willyard@tbr.edu
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Each Fall, SkillsUSA Tennessee Postsecondary delegates from across the state elect 

up to nine of their peers to serve as student leaders for the organization – state officers. 

These student leaders serve in a variety of roles throughout their year of service. As 

leaders, they serve as communicators, advocates and facilitators. 

The state officer team leads our state events, including the SkillsUSA Tennessee State 

Leadership and Skills Conference. The state officer team also serves local chapters and 

teaches members skills from the SkillsUSA Framework to help them become career 

ready. 

Being a state officer is the ultimate personal growth and student leadership experience 

within SkillsUSA. The overall program focuses on five key essential elements of the 

SkillsUSA Framework: Responsibility, Communication, Teamwork, Leadership and 

Professional Development.  

The skills learned through the state officer program will not only help these student 

leaders be successful in serving the organization, but the skills will also help them 

throughout their lives and future careers. 
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Section 1: State Officer Program Overview  

  

State Officer Service Description 

 

Position Title:  SkillsUSA Tennessee Postsecondary State Officer 

 

Work Location:  Remote with travel for trainings and assignments 

 

Service Term: October 2022 – October 2023 

 

Weekly Hours:  1-2 hours per week plus travel for trainings and assignments 

 

Reports To:   Shania Willyard, State Director 

    Mike Johnson, State Officer Coach 

 

Application Process: Complete state officer application by October 14, 2022 and 

participate in the state officer election process on October 

28, 2022 

 

Organization Background 

SkillsUSA is a national career and technical student organization which serves middle 

school, high school, and college/postsecondary students who are preparing for careers 

in career and technical education. SkillsUSA’s mission is to empower its members to 

become world-class workers, leaders, and responsible American citizens. We improve 

the quality of our nation’s future skilled workforce through the development of SkillsUSA 

Framework skills that include personal, workplace and technical skills grounded in 

academics. Our vision is to produce the most highly skilled workforce in the world, 

providing every member the opportunity for career success. 

Role and Responsibilities  

The primary role of a SkillsUSA state officer is to serve SkillsUSA at the local and state 

level to support our organization’s mission. Being a state officer means representing 

over 9,000 SkillsUSA Tennessee Postsecondary members, as well as the principles 

and purposes of our organization at all times. In this role, an officer will communicate 

key organizational information, while also promoting career and technical education. As 

a student leader, each officer must be clear on their priorities, able to manage a variety 

of tasks and projects, and use effective time and stress management strategies. 

 

Officers should anticipate spending one to two hours per week completing SkillsUSA 

assignments, activities, pre-work, webinars, growth plans, mentor meetings, etc.  

Through this program, state officers are challenged to risk boldly, seek improvement, 

crave feedback and support honestly. 
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During the program, students are taught advanced communication and facilitation 

strategies that they are asked to implement within their work. State officers must have a 

desire to improve and be open to feedback. While serving on the team, state officers 

must collaborate with their fellow state officers and support them sincerely.  Finally, 

state officers must understand the value of their current work and the future impact. 

Officers may have meetings or presentations with business and industry, government 

officials and educational leaders, all which shape the future of SkillsUSA as well as 

career and technical education.   

  

Program Outcomes  

State officers will participate in experiences that touch on all 17 Essential Elements 
within the SkillsUSA Framework. However, the state officer program will focus primarily 
on five key essential elements: Responsibility, Communication, Teamwork, Leadership 
and Professional Development. 
 
Responsibility 

• Taking ownership of my work, my behavior, and my actions 

• Accept consequences for actions and choices — both positive and negative — 
and use what is learned to inform a future situation  

• Follow through on commitments at a high quality with minimal supervision  

• Proactively seek feedback on tasks and assignments and confidently seek help 
to complete a difficult task or a task about which they have a question 

  
Communication  

• Sending and receiving clear messages 

• Use the POWERR formula to develop a variety of communication outputs 

• Use the POWERR tool to effectively deliver a variety of communication outputs  

• Craft and share messages formally and informally about career and technical 
education (CTE) and SkillsUSA with any stakeholder in a knowledgeable way   

  
Teamwork  

• Working with others to achieve a common goal 

• Define and fill officer’s individual role within the team  

• Understand, encourage and enable the fulfillment of others’ roles within the team  

• Contribute collaboratively to the achievement of the SkillsUSA vision and mission 
through a well-defined action plan  

  
Leadership 

• Igniting human potential and performance 

• Demonstrate attributes that cause followers to trust  

• Model compassion  

• Exhibit characteristics of stable leadership  

• Generate hope in followers  
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Professional Development  

• Intentional learning experiences that enhance your career path 

• Actively engage in developing a rich mentor-student relationship  

• Evaluate personal limitations and abilities to develop a personal growth plan that 
achieves short term and longer-term career and personal goals  

• Complete a personal growth plan including self-reflections and feedback from 
mentor and state officer program leadership 

  

Growth Plan 

State officer growth plans are designed to structure a personal growth plan focused on 
the development and growth of the 17 Essential Elements outlined in the SkillsUSA 
Framework. Initially, officers will complete an individual evaluation of their level of 
proficiency in each of the indicators found in the Essential Element rubrics.  Based on 
these results, the students will establish three SMART goals to accomplish during their 
year of service, with at least one being focused on growth within the five key Essential 
Elements of the state officer program. Feedback on growth plan will take place 
throughout the officer’s year of service.   
 

Scheduling of State Officers 

State officers must be available to travel for training and events throughout their year of 
service. Students, advisors, and school leadership should understand that serving as a 
state officer is a substantial commitment. Please see the state officer schedule below 
for required and optional assignments. 
  

Responsibilities of the Local Advisor 

The success of our state officer team largely depends on the support of local advisors. 
Duties of such advisors are listed below: 
1. Ensure that their officer receives communication from the state office. 
2. Ensure that their officer responds in a timely manner to all requested materials or 

information. 
3. Ensure that their officer attends all called meetings and activities.   
4. Ensure that their officer abides by all policies and procedures as outlined in their 

Leadership Handbook, State Officer Contract, and any other such items that may 
be communicated to them in writing or verbally by the state director or designee. 

5. Review all assignments before they are submitted to the state office (speeches, 
articles, minutes, journal entries). 

6. Arrange transportation for your officer to and from events. 
7. Assist in planning and preparing state officer speeches, scripts, skits, sessions 

and other documents. 
8. Encourage and support the state officer team in fulfilling their mission to serve 

SkillsUSA Tennessee Postsecondary.  
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State Officer Schedule 

 

  

  

  

Task Month Location Days 

State Officer Training 
Required 

November 2022 Virtual 1 

State Officer Training 
Required 

December 2022 Virtual 1 

State Officer Training 
Required 

January 2023 Chattanooga, TN 2 

State Officer Training 
Required 

February 2023 Virtual 1 

State Officer Training 
Required 

March 2023 In Person 2 

Day on the Hill 
Optional 

March 2023 Nashville, TN 1 

State Leadership and Skills Conference 
Required 

April 16-19, 2023 Chattanooga, TN 4 

State Officer Training 
Required if attending NLSC 

May 2023 Virtual 1 

National Leadership and Skills Conference 
Optional 

June 19-23, 2023 Atlanta, GA 5 

State Officer Training 
Required if attending TLTI 

September 2023 Virtual 1 

Tennessee Leadership Training Institute 
Optional  

October 2023 In Person 1-2 
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SkillsUSA Tennessee Postsecondary State Officer Contract 

 

As a state officer of SkillsUSA Tennessee Postsecondary, (Name) 

________________________ has the responsibility to represent all members of the 

organization. Your conduct must be exemplary at all times since you are always 

representing the organization. You will have an opportunity to meet students, advisors, 

administrators, business and industry representatives, government officials and 

educational leaders during your year of service. When you sign this State Officer 

Contract, it should be with the understanding that your commitment to the year of 

service is substantial, as are the rewards of serving the organization. You will also be 

reaffirming the ideals of SkillsUSA Inc.  

  

As a state officer of SkillsUSA Tennessee Postsecondary, I agree to adhere to the 

following rules and regulations: 

 

Conduct  

• I will, at all times, represent SkillsUSA to the best of my abilities.  

• I will, at all times, respect all property and the rights of others.  

• I will, at all times, implement and support the SkillsUSA culture of inclusion and 

diversity.  

• My conduct will be exemplary at all times, during and outside of SkillsUSA 

functions.  

• If under 21, I will forgo all alcohol, tobacco and illegal substances. If over 21, I will 

forgo all alcohol, tobacco and illegal substances while representing SkillsUSA at 

events, functions, conferences, and during travel.   

• I will, avoid places or activities that in any way would raise questions as to one’s 

moral character or conduct.   

• I will not engage in any behavior that might be deemed sexual harassment which 
includes, but is not limited to, verbal, written or physical statements or actions to 
or about others. 

• I will, at all times, use social media accounts appropriately. This includes not 
engaging in bullying or cyberbullying of others including threatening words or 
behavior; menacing, hazing, taunting or intimidation; the use of lewd, profane or 
vulgar language; verbal or physical abuse of others; or other threatening 
behavior toward others at any time. 
 

SkillsUSA Program  

• I will attend all training, functions and activities as assigned and will be on time to 

all functions.  

• I will complete all assignments on time given to me by my state officer advisors 

or SkillsUSA staff members.  

• I will be prepared for all conferences and events by knowing my curriculum and 

will submit all written speeches at least one week prior to delivery.   
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• I will regularly communicate with my state officer advisor, state director and 

chapter advisor.   

• I will monitor and use my social media accounts and my SkillsUSA email account 

appropriately at all times.   

• I will immediately forfeit my SkillsUSA office if I am involved in any activity that is 

detrimental to SkillsUSA, my school, or my reputation including being arrested 

and charged with a crime.  

• I will adhere to the stated SkillsUSA dress code and grooming standards. 

• I will respect SkillsUSA attire and will not inhale or smoke cigarettes, e-cigarettes, 
use a vape pen or any other substances while wearing clothing bearing the name 
or logo of SkillsUSA, including outdoor venues.  

• I commit to an entire year of service that begins immediately after my election, 

and that concludes with the Tennessee Leadership Training Institute the 

following October. 

• I give permission to SkillsUSA Tennessee Postsecondary to publish my name, 

photo, and school contact information in SkillsUSA Tennessee Postsecondary 

media outlets and communications. 

  

School/Membership  

• I will maintain active SkillsUSA membership as outlined in Article IV Section 5 of 
the SkillsUSA High School and College/Postsecondary Bylaws by being “enrolled 
in a coherent sequence of courses or career major” and attend classes at the 
school my SkillsUSA chapter is based. 

• I will attend school daily (as scheduled) unless I am on official SkillsUSA 

business or other approved excursions or am ill. I will plan for absences and 

make up any class work missed. 

• I will maintain above-average grades in all my classes.  

• I will immediately forfeit my SkillsUSA office if I am no longer enrolled in my 

school/training program due to dropping out, being suspended or expelled from 

school.   

  

Traveling  

• When traveling for SkillsUSA, I will abide by the curfew established.  

• When traveling for SkillsUSA, I will spend each night in the room of the hotel to 

which I am assigned. I will not enter any hotel room other than the one to which I 

am assigned.  

• When traveling for SkillsUSA, I will, at all times, respect all public and private 
property, including the hotel/motel in which I am housed. 

• When traveling for SkillsUSA, I will keep the SkillsUSA staff in charge informed of 

my whereabouts at all times. I will not leave the hotel/motel to which I am 

assigned without the permission of the assigned SkillsUSA staff in charge of the 

event.  
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I (state officer candidate) ________________________ have read, understand, and 

commit to all of the above statements and expectations, and I understand that there are 

consequences and potential disciplinary actions, including my removal from office, if at 

any time I fail to fulfill my duties as a SkillsUSA Tennessee Postsecondary State Officer.  

 

_____________________________________      ___________________ 

State Officer Candidate Signature        Date 

*Sign and upload with state officer application. 
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Section 2: Bylaws Guiding the State Officer Election Process  

 
ARTICLE V–STATE OFFICERS 
 
Section 1. The State Officers shall be a slate of up to Nine elected at large by the House 
of Delegates at each annual meeting and shall serve from the close of the annual 
meeting during which they are elected until the close of the next annual meeting. The 
state director and Executive Council have the authority to determine if less than nine 
candidates meet satisfactory requirements and can reduce the team size as deemed 
appropriate. The position to be held by each elected officer shall be determined by the 
Executive Council in conjunction with the State Director. 
 
Section 2. Each candidate for state office shall submit an application, a letter of 
endorsement from the local chapter advisor, and the local school administrator. The 
State Director shall furnish a standard application for state office to local chapters. 
 
Section 3. Each candidate shall have an active membership status and one or more 
years of Postsecondary education eligibility. 
 
Section 4. Each candidate shall be given a written test covering the SkillsUSA 
organization and parliamentary procedure and shall be interviewed by the Executive 
Council. The candidate shall score at least 70% on the officer-screening test. The 
Executive Council shall have the right to waive the test score requirements as 
necessary to fill the ballot.  
 
Section 5. Any candidate who properly submits an application for office and passes the 
written test as well as the Executive Council screening shall be placed on the ballot. 
 

ARTICLE IX–HOUSE OF DELEGATES  

 

Section 1. The SkillsUSA Tennessee Postsecondary House of Delegates shall consist 

of a maximum of 10 delegates from any Chapter. Each delegate shall have one vote 

and must be present to vote. Each chapter may have alternates, as they deem 

appropriate. It shall be the duties and functions of the House of Delegates to: 

• Enact bylaws, rules and regulations necessary for carrying out the affairs and 

activities of the organization; 

• Elect officers of the organization; 

• Act upon items of business as requested by the Executive Council.  

 

A member of the House of Delegates must: 

• Must be a SkillsUSA member in good standing in the college-postsecondary 

division 

• Must attend TLTI as a delegate 

• Must be endorsed by his/her campus 
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ARTICLE X–VOTING  

 

Section 1. Members shall exercise their franchise at meetings or conferences through 

duly elected representatives or delegates of the local chapters.  

 

Section 2. The respective SkillsUSA advisor of their Chapter, prior to the annual 

meeting, must certify all official delegates and alternates.  

 

Section 3. Voting on officers and honorary positions shall be done by secret ballot. 

 

Section 4. To be elected to a state office, a candidate must receive a majority of the 

votes recorded. 

 

Section 3: State Officer Election Process  

 

Preparation of Information and Application Components  

The state officer candidate application is available online only, but there are several 

items you need to prepare before starting the online application, as it will not save 

unfinished work. The steps below will assist you in your application preparation. 

 

Step 1: Ensure the state officer candidate qualifications are met as outlined in the 

SkillsUSA Bylaws.  

  

Step 2: If qualifications are met, request and gather the following documents as early as 

possible in your application preparation process. These will be uploaded as part of your 

online application.  

1. SkillsUSA Chapter Endorsement Letter. This letter must include the chapter 

advisor’s signature.  

2. School Verification Letter from a school administrator indicating that the 

state officer candidate has a year remaining in a career and technical education 

program. This letter must include the administrator’s signature.  

   

Step 3: Gather the following information:  

1. Candidate Information Name as it appears on your driver’s license or official 

government ID  

2. Position you prefer (President, Vice President, Secretary, Treasurer, Historian, 

Reporter, Parliamentarian)  

3. Candidate’s Mailing Address, Date of Birth, Home Phone No, Cell Phone No, 

Email  
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4. School/Chapter Information CTE Program School Name (where your chapter is 

located)  

School Address, School Phone No.  

5.  Contact Information of individuals who should receive copies of correspondence 

from SkillsUSA Tennessee Postsecondary state director such as Chapter 

advisor, School administrator 

6.  Professional Head Shot in SkillsUSA Official Red Blazer 

 

Step 4: State Officer Contract   

Read and sign the SkillsUSA Tennessee Postsecondary State Officer Contract (pages 

9-11), verifying the state officer candidate meets all the qualifications and requirements 

to run for office and agrees to the travel requirements. 

 

Application Submission and Deadline  

Once you have all the information gathered, you are ready to begin the online 

application process. Once you begin the online application process, you must complete 

the entire application in one sitting, as it will not save unfinished work. The application 

deadline is October 14, 2022. 
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Section 4: Important Dates 

 
September 26, 2022 
SkillsUSA State Officer Application Opens  
 
October 14, 2022 
Deadline to Apply for State Office 
Candidates must submit their completed application at the following link: 
SkillsUSA Tennessee Postsecondary State Officer Application 
 
October 24-27, 2022 
State Officer Exam and Virtual Interview 
Candidates who submit all required application materials by the deadline will be notified 
to take a SkillsUSA knowledge exam and participate in a 20-minute virtual interview 
conducted through Microsoft Teams. The interview will focus on your personal 
commitment to becoming a SkillsUSA state officer and will explore your ideas about 
leadership. 
 
October 28, 2022 
Tennessee Leadership Training Institute 
Candidates will have the opportunity to campaign during a 30-minute “meet and greet” 
and will then deliver a 2-minute speech to the House of Delegates. Candidate speeches 
should answer the questions: 1. Why do you want to be a SkillsUSA state officer? 2. 
What qualifications do you possess to be a SkillsUSA State Officer? 3. What is your 
SkillsUSA Framework Story? Voting for state officers will be conducted at the 
Tennessee Leadership Training Institute (TLTI). The 2022-23 SkillsUSA Tennessee 
Postsecondary State Officer team will be announced at the conclusion of TLTI. 

https://www.tbr.edu/student-success/skillsusa-tennessee-postsecondary-state-officer-application-2022-2023

