
 
 
 

RECRUITMENT ADVISOR 
FIRST 30 DAYS CHECKLIST 

 
 

Congratulations on your new role as Recruitment Advisor! Thank you for your commitment to Pi Kappa 
Phi and ensuring the success of our collegiate chapters. This list will get you started on the tasks you 
should complete during your first 30 days in your new role to help set you up for success.  
 
 

 Review the Council of Advisors Overview, specifically your performance expectations, as well as 
the Advising Guide 

 

 Gather the names and contact information for your Chapter Advisor and Archon 

 Go to gateway.pikapp.org and click Create an Account  

 To access the contact information go to Member Management  Reports  Council of 
Advisors & Fraternity/Sorority Life Advisors and then Member Management  Reports  
Chapter Officers  

 

 Contact your Chapter Advisor  

 Set up a time to meet/talk in the next two weeks 

 Review your position description and set expectations together 

 Ask for an update on the current status of the chapter including successes, challenges and 
issues 

 Collect the contact information for the officer(s) you will be working directly with 

 Find out the dates and times for any upcoming Council of Advisors (COA) meetings, and 
chapter meetings/events so you can make plans to attend  

 

 Contact your Vice Archon  

 Set up a time to meet/talk in the next two weeks 

 Review your position description and set expectations together 

 Ask for an update on the current status of the chapter and their recruitment efforts 
including successes, challenges and issues 

 Collect a copy of the recruitment schedule, the chapter’s recruitment goals/plan, and any 
other pertinent recruitment information  

 Set up time and method for regular communication 
 

 Visit the Resource Library on the Pi Kappa Phi website and review the additional resources 
available for your position 

 

 Schedule/make plans to participate in the following additional training opportunities: 

 Recruitment Webinar – should be completed online within the next 30 days (available 
starting in Spring 2015) 

 Recruitment Workshop – offered in various cities throughout the summer, find out the 
date and time for the training located closest to you and arrangements to participate if you 
are able 

http://pikapp.org/uploadedFiles/PKP_Fraternity/Resource_Documents/Council_of_Advisors_Overview_Performance_Expectations.pdf
http://pikapp.org/uploadedFiles/PKP_Fraternity/Resource_Documents/Advising_Guide.pdf
http://gateway.pikapp.org/
http://www.pikapp.org/resourcelibrary.aspx?id=742

