SWE Baltimore – Washington

Officer Descriptions and Responsibilities

President
Directs the business affairs of the Section, presiding at all monthly and Executive Committee (EC) meetings.  As the primary liaison to the public, the President is the interface for all external contacts including corporate relations.  Time estimate: 4 hours/week.

Retreat

· Prior to retreat

· Assist officers in identifying committees and volunteers

· Appoint committee chairs (however, EC must appoint nominations committee chair via vote)

· Receive training from past Presidents

· Work with officers and committee chairs to make sure they understand their duties

· Provide training to officers

· Provide training to committee chairs

· Develop the EC roster

· Develop hierarchical structure

· Develop a filing system

· Create a folder for every section committee

· Create a folder for every EC meeting

· minutes

· treasurer’s reports

· meeting announcements

· At retreat

· Set Section Goals

· Provide input for the budget

· After retreat

· Submit graphic hierarchy and EC roster to website chair for publication on the website

Monthly

· Write a monthly newsletter article.  Recognize anyone who has been a great help that month.

· Prepare for the EC meetings:

· Send e-mail announcement (10-14 days prior to meeting)

· previous month’s minutes

· cover memo with date and location with any pertinent info.

· direction to the meeting

· updates to the roster

· meeting agenda

· If officers have not RSVP’d, call them before the meeting so you can give their report and make sure we will still have a quorum at the EC meeting

· Call the person in charge of the meeting location a couple days before to make sure everything is okay and to tell her how many people are attending

· Collect all correspondence with National and Region to make appropriate announcements at the beginning of you report

· Collect “President’s Panorama” and other Section newsletters

· Prepare for the membership meetings

· Call programs chair a few days before to make sure everything is okay with the restaurant and speaker; check how many reservations have been received

· E-mail request to EC for announcements to be made at the meeting and volunteer sign-up sheets

· Bring membership applications, SWE Balt/Wash facts brochures, extra monthly newsletters, speaker’s gift, announcements, volunteer sign-up sheets

· Mail the membership updates from National to the membership chair

As Needed

· Update the executive council roster

· Update the hierarchical structure

· Appoint committee chairs (however, EC must appoint nominations committee chair via vote)

· Create and/or dissolve committees, based on Section interest and volunteer availability

· Mail the National welcome letters to the External Communications Secretary so she can send ones from BWS as well

· Send the treasurer your expense receipts; be sure to include which line item on the budget should be deducted

· Call officers and committee chairs if you haven’t heard from them for a while

· National will give out your name as the main contact for SWE in the Balt/Wash area.  

· For potential new members, pass their name and address on to the External Communications secretary so they can receive a membership packet and to the membership chair so they can get on our mailing list for a couple months free.  (Hopefully by then they have joined and their info has arrived from HQ in the monthly mailings.)

· For the recruiters and/or corporate sponsorship inquiries, pass them onto the job bank or corporate relations chair, whatever is appropriate for that inquiry

· Send the Treasurer your expense receipts in a timely fashion; all receipts should be received by the Treasurer by June 1; be sure to include the line item on the budget the expense pertains to

Section

· Be sure officers submit input for the Year-End Report by June 1st
· Deliver Year-End Report at the June official membership meeting

· Prepare certificates of appreciation and member gifts for the June membership meeting

Region E

· Be sure the Section Reps file the quarterly board reports to the Region Director on time

· Be sure we are represented at all Region E meetings with the appropriate number of COR attending; if not, arrange proxies and the appropriate substitute forms

· Submit next year’s officer information by June 30

National

· Be sure awards committee submits Individual Award applications by Dec 15

· Be sure officers submit Section Award applications by April 15

· Submit next year’s officer information by June 30

· Submit Section Annual and Financial Report by July 30

· Be sure we are represented at all COR meetings with the appropriate number of COR attending; if not, arrange proxies and the appropriate substitute forms

* All officers are expected to attend the annual planning retreat, officer and committee training sessions, and each EC meeting.  Attendance at monthly meetings and other Section activities are encouraged.

Professional Development Vice-President
Performs the duties of the President in her/his absence.  Manages the operations of the Section including the Continuing Development (CD) activities, which include monthly meeting programs, mentoring members, new member luncheons, and social activities.  This Vice-President submits the Continuing Development report.  Time estimate: 2 hours/week.

Retreat

· Prior to retreat

· Identify desired committees and volunteers

· Provide training to committee chairs

· Discuss committees and goals

· At retreat

· Discuss committees and goals

· Solicit input for monthly membership meeting topics and speakers

· Solicit input for fall and spring continuing development seminars

· Provide input for the budget

Monthly

· Provide guidance/assistance to committee members

· Prepare for monthly EC meetings

· Get status from each committee

· Prepare report

· If unable to attend, send report to President three (3) days prior to the meeting

· Prepare for monthly membership meetings

· Send announcements and volunteer sign-up sheets to President two (2) days prior to the meeting

June 1st
· Submit year-end activity report to President

As Needed

· Send the Treasurer your expense receipts in a timely fashion; all receipts should be received by the Treasurer by June 1; be sure to include the line item on the budget the expense pertains to

· Call committee chairs periodically to provide guidance and solicit input

* All officers are expected to attend the annual planning retreat and each EC meeting.  Attendance at monthly meetings and other Section activities are encouraged.

Career Guidance Vice-President
Manages the career guidance activities for the Section including the programs that encourage young women to pursue their interests in math and science through elementary outreach, science fairs, and scholarships.  This Vice-President submits the Career Guidance report.  Time estimate: 2 hours/week.

Retreat

· Prior to retreat

· Identify desired committees and volunteers

· Provide training to committee chairs

· Discuss committees and goals

· At retreat

· Discuss committees and goals

· Provide input for the budget

· Identify newsletter ‘proof reader’

Monthly

· Provide guidance/assistance to committee members

· Prepare for monthly EC meetings

· Get status from each committee

· Prepare report

· If unable to attend, send report to President three (3) days prior to the meeting

· Prepare for monthly membership meetings

· Send announcements and volunteer sign-up sheets to President two (2) days prior to the meeting

June 1st
· Submit year-end activity report to President

As Needed

· Send the Treasurer your expense receipts in a timely fashion; all receipts should be received by the Treasurer by June 1; be sure to include the line item on the budget the expense pertains to

· Call committee chairs periodically to provide guidance and solicit input

* All officers are expected to attend the annual planning retreat and each EC meeting.  Attendance at monthly meetings and other Section activities are encouraged.
Internal Communications Secretary
Records, prepares, and distributes minutes from all Executive Committee (EC) and official membership meetings.  Coordinates the Internal Communications committees.  Time estimate: 6 hours/month.

Retreat

· Prior to retreat

· Identify desired committees and volunteers

· Provide training to committee chairs

· Discuss committees and goals

· At retreat

· Record, prepare, and maintain the minutes of the retreat for the EC

· Distribute the minutes of the April and May business meetings for approval (if not approved already)

· Distribute the minutes of the May EC meeting for approval

· Discuss committees and goals

· Provide input for the budget

· After retreat

· Submit Section Goals to the newsletter editor for inclusion in the September newsletter

· Submit Section goals to the website chair for publication on the website

Monthly

· Provide guidance/assistance to committee members

· Prepare for monthly EC meetings

· Get status from each Internal Communications committee

· Prepare report

· If unable to attend, send report to President three (3) days prior to the meeting

· If unable at attend, send previous month’s minutes to the President three (3) days prior to the meeting

· If unable to attend, solicit a member to take the meeting minutes on your behalf

· Record, prepare, maintain, and distribute the minutes of the previous EC meeting to the EC

· Prepare for monthly membership meetings

· Send announcements and volunteer sign-up sheets to President two (2) days prior to the meeting

September

· Distribute the minutes of the retreat to the EC for approval

April

· Record, prepare, and maintain the minutes of official business meeting to the SWE-BWS membership

June 1st
· Submit year-end activity report to President

· Distribute the minutes of the April membership meeting to the membership for approval

· Record, prepare, and maintain the minutes of the June official business meeting to the SWE-BWS membership

As Needed

· Send the Treasurer your expense receipts in a timely fashion; all receipts should be received by the Treasurer by June 1; be sure to include the line item on the budget the expense pertains to

· Call committee chairs periodically to provide guidance and solicit input

* All officers are expected to attend the annual planning retreat and each EC meeting.  Attendance at monthly meetings and other Section activities are encouraged.
External Communications Secretary
Prepares correspondence to the membership and the public.  Time estimate: 4 hours/month.

Retreat

· Prior to retreat

· Identify desired committees and volunteers

· Provide training to committee chairs

· Discuss committees and goals

· At retreat

· Discuss committees and goals

· Solicit input on changes to the layout of the Section website

· Solicit input on changes to the layout of the Section newsletter

· Solicit input on papers/articles for the Section newsletter

· Solicit updates to the Section brochure

· Provide input for the budget

August-September

· Update Section brochure

· Print Section brochure

Monthly

· Provide guidance/assistance to committee members

· Oversee production and distribution of the newsletter

· Ensure newsletter is ‘proof read’ prior to delivery to printer

· Ensure mailing labels and the completed newsletters are sent to the mailing coordinator prior to the 25th of the month

· Oversee additions/deletions/changes to the website

· Prepare for monthly EC meetings

· Get status from each committee

· Prepare report

· If unable to attend, send report to President three (3) days prior to the meeting

· Prepare for monthly membership meetings

· Send announcements and volunteer sign-up sheets to President two (2) days prior to the meeting

· Send a thank you letter to the membership meeting speaker(s)

June 1st
· Submit year-end activity report to President

As Needed

· Send a welcome letter and membership packet to all new members

· Send membership application and packets to potential members

· Send corporate membership applications and packets to potential corporate members

· Update Section brochure

· Amend Section Bylaws

· Send the Treasurer your expense receipts in a timely fashion; all receipts should be received by the Treasurer by June 1; be sure to include the line item on the budget the expense pertains to.

· Call committee chairs periodically to provide guidance and solicit input

* All officers are expected to attend the annual planning retreat and each EC meeting.  Attendance at monthly meetings and other Section activities are encouraged.

Treasurer
Manages all Section funds and provides budget reports to the Executive Committee.  Maintains all bank accounts, and records and files necessary reports with Society headquarters and with state and federal agencies.  Time estimate: 6 hours/month.

Retreat

· Prior to retreat

· Identify desired committees and volunteers

· Provide training to committee chairs

· Discuss committees and goals

· Assist in preparing the annual budget for the Section

· Solicit input for the budget from officers, using previous budgets as reference

· At retreat

· Discuss committees and goals

· Submit budget to the Executive Council for approval

Monthly

· Keep an exact account of all receipts and expenditures

· Collect, keep and distribute the funds of the Section 

· Sign checks for the Section 

· Provide guidance/assistance to committee members

· Prepare for monthly EC meetings

· Get status from each committee

· Prepare financial report

· If unable to attend, send report to President three (3) days prior to the meeting

· Answer inquires on financial matters

· Prepare for monthly membership meetings

· Send announcements and volunteer sign-up sheets to President two (2) days prior to the meeting

September

· Submit budget to the Executive Council for approval, if not approved at the planning retreat

December/January

· Submit the previous fiscal year’s books to the audit committee for review

· Provide input to the audit committee regarding the previous fiscal year’s budget

June 1st
· Submit year-end activity report to President

June

· Present a financial report at the June membership meeting

· Answer inquires on financial matters

July

· Close out books for the Fiscal Year, which ended on June 30.

· Prepare and sign the year-end Financial Report for the Section

· Submit the year-end Financial Report to the Society Treasurer

As Needed

· Submit your expense receipts in a timely fashion; all receipts should be submitted by June 1; be sure to include the line item on the budget the expense pertains to.

· Call committee chairs periodically to provide guidance and solicit input

* All officers are expected to attend the annual planning retreat and each EC meeting.  Attendance at monthly meetings and other Section activities are encouraged.

Section Representatives
Represent SWE-BWS on the Society’s Council of Representatives (COR) and the Region E Council.  The Annual COR meeting is held at National Conference.  Regional Council meetings are held twice a year.  Time estimate: 4 hours/month.

Retreat

· Discuss goals

· Report to the Section on issues to be discussed/voted on at the Conference (I think this bullet was from when the National Conference used to be in June.)

· Provide input for the budget

Monthly/as needed

· Prepare for monthly EC meetings

· Prepare report

· If unable to attend, send report to President three (3) days prior to the meeting

· Prepare for monthly membership meetings

· Send announcements to President two (2) days prior to the meeting

· Report to the Section on issues to be discussed/voted on at upcoming Region meetings

· Report to the Section on issues to be discussed/voted on at upcoming Council of Representative meetings

· Send the Treasurer your expense receipts in a timely fashion; all receipts should be received by the Treasurer by June 1; be sure to include the line item on the budget the expense pertains to.

Quarterly

· Prepare and submit the Quarterly SWE-BWS Section Report to the Region E Director

· Report to the Section on matters reported in the minutes of the Board of Directors

June 1st
· Submit year-end activity report to President

Region Meetings

· Vote for the Section on all matters before the Region

· When possible, assure that she/he (they) or authorized alternate(s) represent(s) the Section at all Region meetings

· Report to the Section on matters reported in the minutes of any Region meetings

National Conference

· Attend the meeting of the Council of Representatives

· Vote for the Section on all matters before the Council of Representatives

· When possible, assure that she/he (they) or authorized alternate(s) represent(s) the Section at the meeting(s) of the Council of Representatives

* All officers are expected to attend the annual planning retreat and each EC meeting.  Attendance at monthly meetings and other Section activities are encouraged.
(Section Reps updated 8/12/03)
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