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Dear Franklin Ambassador:  
 

We are delighted to have you as a part of the Franklin Ambassador team. This 
handbook has all the information that you need to know about the group and you can 
refer to it when necessary.  
 

This handbook was constructed and edited by an individual in the group who has been 
instrumental in building the Ambassador’s brand, recruiting new members and making 
sure that the group is well known around campus.  
 

Please read through the entire handbook to ensure you understand your duties as a 
member of this group. If you have any questions or suggestions, please contact the 
Supervisor of the Franklin Ambassador’s, Lindsey Klinger-O’Donnell at 
lklinger@sas.upenn.edu.  
 

Kind Regards,  
 

The Franklin Ambassador Team 

University of Pennsylvania  
Philadelphia, PA 19104  
 

More Contact information:  
Lindsey Klinger-O’Donnell, Public Relations Coordinator- lklinger@sas.upenn.edu 

Christianne Johnson, President- chrjoh@sas.upenn.edu  
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1. Mission  

 

The University of Pennsylvania Franklin Ambassadors are men and women who 
are dedicated to serving the campus community and Alumni of the University of 
Pennsylvania by demonstrating knowledge of campus events/programs, 
contributing to events, and serving as a resources for the students.  

 
2. Requirements/ Qualifications  

 

Qualifications 

 Full time Penn undergraduate student in the School of Arts and Sciences  
 Must have past leadership experience on campus 

 

Requirements 

 Demonstrate professionalism and integrity at all times  
 Serve as an Ambassador in both Fall and Spring Semesters  
 Must have knowledge of Penn’s campus to assist with campus tours  
 Attend bi-weekly meetings  
 Attend and assist in 75% of the events each semester  
 Strong communication and leadership skills  
 Ability to work well in teams  
 Ability to listen and relate to people of different backgrounds, values, and 

groups  
 Respond to direction from the supervisor  

 

3. Benefits  

The Franklin Ambassadors are a student group lead by Penn Arts and Science 
Office of Advancement. The ambassadors are in a unique position to show 
alumni, board member and donors what is currently going on with Penn Arts and 
Sciences and to give them a compelling picture of the School's people, activities, 
and relevance. Ambassadors will help promote events and network with 
attending alumni and board members. Ambassadors will also attend exclusive 
events featuring high profile faculty, staff and alumni, such as the School of Arts 
and Sciences Board of Overseers. They will also play a vital role in Homecoming, 
Alumni Weekend, and the annual Levin Family Dean’s Forum – excellent 
opportunities to interact with the greater University community. 

 



 
 

There will be opportunities to network and train: 
 Develop leadership skills 
 Build your resume through the development of social and professional 

skills 
 Develop skills in communications and public relations 
 Be a part of our exciting 60 Second Lecture Series and Knowledge by the 

Slice lectures.  
 Promote School events and provide students perspectives on life at SAS 

through social media.  
 Have the opportunity to meet and speak with potential donors, prospective 

students and give tours.  
 
 

4. Presidential Duties  

 

President is largely responsible for organizing and directing the efforts of the 
group, including the following duties:  
 

 Supervise and manage the Ambassador Group  
 Recruit and appoint members and make certain they are active 

throughout the year  
 Organize and officiate the bi-weekly meetings to discuss upcoming 

events 
 Schedules any activities for the organization 

 Ensure that everyone is helping with the Social Media Campaign  
 Construct/ edit the handbook that included information about the 

application, interview process, leadership positions and ways to 
promote on campus events 

 Work towards a net increase in membership from the previous year  
 Present at every event and make sure everything is running smoothly  
 Give campus tours to potential students, making the visitors feel 

welcome and confident about their future at Penn  
 Provide advice to new and continuing students during peak registration 

periods 
 Serves as a role model and representative to the group on how 

members should behave and be involved in the group  
 Meet with Lindsey Klinger-O'Donnell (Program Head) every other week  

 
 
 
 
 



 
 

 
 

5. Vice Presidential Duties  

Executive Vice President  
 

 In the absence of the President, the Vice President will lead the meetings 
and share updates  

 Assist the President in overseeing the other Vice Presidents and making 
sure they are fulfilling their duties  

 Check in weekly with the other Vice Presidents and update the group  
 Responsible for helping the President Manage the Group by assisting with 

Meeting plans, recruitment, and interviewing new members  
 Attend all of the events each semester  
 Construct a recruitment plan to increase membership 

 

Vice President of Marketing/Social Media 

 

 Publicize all of the School of Arts and Sciences Events via Facebook, 
Twitter, Instagram, Pinterest and Flyers  

 Posting Flyers around Campus and advertise via social media the week of 
the event 

 Responsible for making sure that everyone is marketing events   
 Create new marketing Channels  
 Make sure everyone follows the twitter and social media guidelines  
 Responsible for taking pictures at each event and uploading the pictures 

and a summary of the event to the Facebook pages 
 Responsible for blogging about campus life and about the events  
 Develop and coordinate themed initiatives for boosting presence, ie: “class 

photo of the week” etc. with the Communications Assistant, Heidi Smith 
 

Vice President of Internal Affairs  
 

 Help construct the future website  
 Construct a calendar of the events for each month and delegates who will 

work at each event  
 Responsible for Creating a Franklin Ambassador Group on Facebook 

(Share event ideas, updates, etc)  
 Maintain a record of all member’s bios, contact information and class 

schedules, minutes of all the meetings and activities of the organization 
 Make sure that the internal functions of the Franklin Ambassador Group 

are handled efficiently  
 



 
 

     
 

Vice President of External Affairs  
 

 Along with the Executive Vice President, recruits new members each 
semester 

 Responsible for making sure that everyone complies to the Social Media 
Rules 

 

 

Format of the Meeting Minutes  
 

Date:      
Meeting Location: 
 

Present:  

Absent:  

Agenda:  

Meeting Notes:  

 



 
 

6. Social Media Campaign (Applicable 
to All Ambassadors) 

 

Social Media: 
 

 “Liking”, commenting and sharing our Facebook and Twitter content 
related to events 

 

 Live tweeting from events (such as, Knowledge by the Slice, 60-Second 
Lectures, 60 Second Slam, Homecoming, etc.) 

 

 Propose new ideas for how to gain more "followers" on our Facebook and 
twitter pages 

 

 Participate in social media contests and events such as the weekly photo 
Scavenger Hunt and "A Day in the Life" 

 

Link to Facebook page: https://www.facebook.com/PennSAS 

Twitter username: PennSAS 

Instagram Username: pennsas 
 

7. Meetings/ Event Duties  
 

Meetings:  
 

 Everyone is responsible for going to each bi-weekly meetings 
 If you cannot make one of the meetings, please email the VP of Internal 

Affairs for the meeting notes.  
 

Event Duties:  
 

 Responsible for attending and working 75% of the events every semester  
 Arrive to every event on time, or the time you are allotted 
 Please wear the Penn Arts and Sciences Shirt with Khaki, Black or Blue 

Pants   
 

 

 

 

 



 
 

8. Recruitment  
 

Recruitment Rules:  
 

 Along with the Vice President of External Affairs, everyone is required to 
participate in recruiting new members.  

 Each Semester we will focus ONLY on recruiting Sophomores and Juniors  
 

Potential New Member Email:  
 

Are you interested in being an UPenn College Ambassador? Then join The 
Franklin Ambassador Group! The Franklin Ambassadors are a student group 
lead by Penn Arts and Science Office of Advancement. The ambassadors are in 
a unique position to show alumni, board member and donors what is currently 
going on with Penn Arts and Sciences and to give them a compelling picture of 
the School's people, activities, and relevance. Ambassadors will help promote 
events and network with attending alumni and board members. Ambassadors will 
also attend exclusive events featuring high profile faculty, staff and alumni, such 
as the School of Arts and Sciences Board of Overseers. They will also play a 
vital role in Homecoming, Alumni Weekend, and the annual Levin Family Dean’s 
Forum – excellent opportunities to interact with the greater University community. 
 

Please email the following if you have any questions:  
 

Christianne Johnson (President)- chrjoh@sas.upenn.edu 

Lindsey Klinger- O’Donnell (School of Arts and Sciences Office of 
Advancement)- lklinger@sas.upenn.edu 

 

9. Current Franklin Ambassadors  
 

Christianne Johnson (Junior)- President  
 

Maria Khoury (Sophomore)- Executive President  
 

Keishawn Johnson (Junior)- Vice President of External Affairs  
 
Royce- Reeves Darby (Junior)- Vice President of Internal Affairs 
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10. Application Process  
 

1. Complete the Franklin Ambassador Application by [ insert date] 
https://docs.google.com/a/sas.upenn.edu/forms/d/1FjudwmuWpGjG1qHHOgQZL
n3C4LOvaSRCbVYi_zjNMpE/edit 

2. Everyone on the Franklin Ambassador Board will read the application and rank 
each individual  

3. Candidates will be notified via email if they have been selected for an interview  
4. If there are numerous applications, there may need to be second round 

interviews 
5. Once selected, all new Ambassadors must attend the New Ambassador Meeting  
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