SWE Baltimore – Washington

Professional Development Committees and Responsibilities


Programs

The nucleus of the Baltimore-Washington Section is the monthly membership meeting, held at a variety of restaurants in the Baltimore‑Washington area.  These meetings are held from September through May and are generally held on the third Wednesday or Thursday of each month and address topics ranging from science and engineering to professional development to career experiences of women in the engineering profession.  In addition to contributing to the professional development of women engineers, the monthly membership meetings offer an excellent forum to network with women from varying backgrounds with diverse interests.  The programs committee should consist of at least two members, one living in Virginia/DC and the other in Maryland.

Retreat
Compile list of meeting topics and speakers


Establish membership meeting dates and general location

August
Decide on and purchase speaker gifts – coordinate with the President

Monthly (July – Apr)
Organize the next monthly membership meeting (date, location, speaker, menu, cost, directions, deadlines, etc.)

Submit article and announcement for the next membership meeting to the newsletter editor by newsletter deadline, and send e-mail to the electronic communications chair to distribute to general membership.  Send same information to the webmaster for inclusion on the web page.

Monthly (Sep – May)
Prior to the membership meeting



Collect RSVPs (note members, guests, students)



Verify details with speaker and meeting location



Coordinate AV equipment (projector, screen, flip chart, etc)



Solicit ‘Greeter’ for the meeting



Solicit a ‘Meeting Reporter’ to summarize the speaker’s presentation



Contact ASL Interpreter, if necessary


Day of the RSVP deadline



Confirm details with the speaker



Confirm final headcount with the meeting location

Day of the membership meeting



Print nametags for attendees (bring extra blank name tags)



Bring SWE-BWS banner



Bring necessary AV equipment



Bring speaker gift



Sign in attendees and collect payment



Introduce speaker



Present speaker gift



Submit payment for the evening to the meeting location

Day after the membership meeting


Send speaker name and address to Corresponding Secretary for thank you letter


Submit checks collected and reimbursement request to the Treasurer


‘Meeting Reporter’ to submit summary of the speaker’s presentation to the newsletter editor

May
Organize the September membership meeting (date, location, speaker, menu, cost, directions, deadlines, etc.)

Note: The April membership meeting is an official meeting, in which a quorum of members is required.

The April meeting is traditionally the scholarship awards dinner; if a speaker is scheduled for that meeting, their presentation should only last about 15 minutes and pertain to SWE.  The last meeting of the year is the end of year report and member recognition meeting.  The Section President, along with the officers, are the speakers for the evening.

**
Each month the Programs Committee Chair is responsible for preparing a status of the committee’s activities for the past month even if the committee has been inactive.  This status report should be received by the Professional Development VP at least a week prior to the monthly executive council meeting.  The committee chair is encouraged to attend all of the executive council meetings.

***
Be sure to send any expense receipts to the Treasurer in a timely fashion.  All receipts should be submitted to the Treasurer by June 1.  When submitting receipts, be sure to fill out an Expense Reimbursement Form and include the Expense Line Item Name.

****
Be sure to have sign in sheet or know volunteers and committee members so they can be recognized at the end of the year May meeting.  Send volunteer list to PDVP.

Seminars

In addition to the membership meetings, in-depth seminars on various topics are provided twice a year (one in the Fall and one in the Spring).  The topics of the seminars include both professional and personal development for our members.

Retreat
Compile list of seminar topics and speakers


Establish seminar dates and general location

August
Decide on and purchase speaker gifts (work with programs committee)

September and February
Organize the seminar (date, location, speaker, menu, cost, directions, deadlines, etc.)

October 1 and March 1
Submit article and announcement for the seminar to the newsletter editor by newsletter deadline, and send e-mail to the electronic communications chair to distribute to the membership via e-mail and the web page.

October-November

Prior to the seminar

March-April


Collect RSVPs (note members, guests, students)



Verify details with speaker and meeting location



Coordinate AV equipment (projector, screen, flip chart, etc)



Solicit ‘Greeter’ for the seminar to assist with registration



Solicit a ‘Seminar Reporter’ to summarize the speaker’s presentation



Contact ASL Interpreter, if necessary


Day of the RSVP deadline



Confirm details with the speaker



Confirm final headcount with the meeting location

Day of the seminar



Print nametags for attendees (bring extra blank name tags)



Bring SWE-BWS banner



Bring necessary AV equipment



Bring speaker gift



Sign in attendees and collect payment



Introduce speaker



Present speaker gift



Submit payment for the seminar to the seminar location

Day after the seminar


Send speaker name and address to Corresponding Secretary for thank you letter


Submit checks collected and reimbursement request to the Treasurer


‘Seminar Reporter’ to submit summary of the speaker’s presentation to the newsletter editor

**
Each month the Seminar Committee Chair is responsible for preparing a status of the committee’s activities for the past month even if the committee has been inactive.  This status report should be received by the Professional Development VP at least a week prior to the monthly executive council meeting.  The committee chair is encouraged to attend all of the executive council.

***
Be sure to send any expense receipts to the Treasurer in a timely fashion.  All receipts should be submitted to the Treasurer by June 1.  When submitting receipts, be sure to fill out an Expense Reimbursement Form and include the Expense Line Item Name.

****
Be sure to have sign in sheet or know volunteers and committee members so they can be recognized at the end of the year June meeting.  Send volunteer list to PDVP.

Social

The Baltimore-Washington Section's social program fosters networking with women engineering professionals in an informal and relaxed setting. Specific activities include technical tours, outings to Camden Yards and the Kennedy Center, and seasonal socials.  The Social committee should consist of at least two members, one living in Virginia/DC and the other in Maryland.  A minimum of three social activities should be planned, one each in MD, VA, and DC.

Retreat
Compile list of technical tours, social outings, and luncheon locations

Monthly (Aug – May)
Organize the next monthly social event (date, location, cost, directions, deadlines, etc.)

Submit announcement for the next social event to the newsletter editor by newsletter deadline, and send e-mail to the electronic communications chair to distribute to general membership.  Send same information to the webmaster for inclusion on the web page.

Monthly (Sep – June)
Prior to the social event



Collect RSVPs (note members, guests, students)



Verify details with location



If you cannot attend, designate someone to handle registration and payment at the event

Day of the event



Sign in attendees and collect payment (if not collected in advance)

After the event


Submit article regarding the event to the newsletter editor by the newsletter deadline

**
Each month the Social Committee Chair is responsible for preparing a status of the committee’s activities for the past month even if the committee has been inactive.  This status report should be received by the Professional Development VP at least a week prior to the monthly executive council meeting.  The committee chair is encouraged to attend the executive council meetings when that committee is especially busy and needs input from the council.

***
Be sure to send any expense receipts to the Treasurer in a timely fashion.  All receipts should be submitted to the Treasurer by June 1.  When submitting receipts, be sure to fill out an Expense Reimbursement Form and include the Expense Line Item Name.

****
Be sure to have sign in sheet or know volunteers and committee members so they can be recognized at the end of the year June meeting.  Send volunteer list to PDVP.

Networking Lunches

The Baltimore-Washington Section's networking lunch program fosters networking with women engineering professionals in an informal and relaxed setting.  Mid-week lunches (and possible weekend brunches) are conveniently scheduled near members’ office or home.  Whenever possible, lunches should be scheduled in Maryland, Virginia and Washington DC.  A minimum of four networking lunches should be planned.

Retreat
Compile list of networking lunch dates and geographic locations

Monthly (Aug – May)
Organize the next monthly networking lunch (date, location, directions, deadlines, etc.)

Submit announcement for the next networking lunch to the newsletter editor by newsletter deadline, and send e-mail to the electronic communications chair to distribute to general membership.  Send same information to the webmaster for inclusion on the web page.

Monthly (Sep – June)
Prior to the networking lunch (Or delegate to a local POC)



Collect RSVPs (note members, guests, students)



Verify details with restaurant



Designate someone to be the local POC at the event (someone that plans to attend)

Day of the event (Local POC)



Sign in attendees; act as networking leader for the organization

Distribute SWE material on upcoming activities and POCs or topic-specific information

After the event (Periodically)

Submit article regarding the lunch to the newsletter editor by the newsletter deadline

**
Each month the Networking Lunches Chair is responsible for preparing a status of the committee’s activities for the past month even if the committee has been inactive.  This status report should be received by the Professional Development VP at least a week prior to the monthly executive council meeting.  The committee chair is encouraged to attend the executive council meetings when that committee is especially busy and needs input from the council.

***
Be sure to send any expense receipts to the Treasurer in a timely fashion.  All receipts should be submitted to the Treasurer by June 1.  When submitting receipts, be sure to fill out an Expense Reimbursement Form and include the Expense Line Item Name.

****
Be sure to have sign in sheet or know volunteers and committee members so they can be recognized at the end of the year June meeting.  Send volunteer list to PDVP.

The following committees were made inactive as of July 2004

Member Mentor

The Baltimore-Washington Section Member Mentor program provides the opportunity for individuals to mentor others or to be mentored by another SWE member.  The goals of the Member Mentor committee are to provide:


Role models who will act as a friend/coach/advocate/advisor in leading members along the path toward professional success,



Support to new members in order to help new members become affiliated within the SWE environment (see also, Member Involvement) and



opportunities for members to act as mentors and thus gain insight and perspectives that come from being “on the other side of the fence”.

Monthly
Update registered mentor and mentee list

Contact members interested in becoming mentors or mentees


Match registered mentors with mentees

Suggest mentor/mentee events, such as luncheons

Encourage mentors/mentees to participate in Section activities

Quarterly
Submit article on a mentor-mentee pair to the newsletter editor by the newsletter deadline

**
Each month the Member Mentor Committee Chair is responsible for preparing a status of the committee’s activities for the past month even if the committee has been inactive.  This status report should be received by the Professional Development VP at least a week prior to the monthly executive council meeting.  The committee chair is encouraged to attend the executive council meetings when that committee is especially busy and needs input from the council.

***
Be sure to send any expense receipts to the Treasurer in a timely fashion.  All receipts should be submitted to the Treasurer by June 1.  When submitting receipts, be sure to fill out an Expense Reimbursement Form and include the Expense Line Item Name.

****
Be sure to have sign in sheet or know volunteers and committee members so they can be recognized at the end of the year June meeting.  Send volunteer list to PDVP.

Family Issues

The Baltimore-Washington Section Family Issues program will provide focus of our SWE activities towards those issues that affects families – caring for children, caring for elderly families, work/life balance issues, etc.  The following description is the “concept” of the committee.  It will be the responsibility of the first Family Issues Chair to refine this committee description.  The BWS Family Issues committee will model the National SWE Family Issues committee and will in addition; follow the lead of other sections that have implemented Family Issue committees.  The National SWE Family Issues committee “serves as a forum and information resource on issues related to balancing work and family”.  Therefore, it is suggested that the BWS Family Issues committee also serve as a forum and information resource on issues related to balancing work and family.

The suggested goals of the BWS Family Issues committee are:

· To provide “family” issues information to the membership in the form of newsletter articles, e-mail messages or information provided on the BWS web site.

· To plan at least one program/activity where the subject matter addresses a family issue and/or to plan one social “family friendly” activity.

· To determine ways to make all section activities more appealing/accessible to those dealing with family issues

Potential implementation strategies:

· Form a network of “Moms” in the section.  Put them in touch with each other (for example, set up an e-mail distribution lists).

· Work with the Social Committee Chair to plan an outing to the National zoo, or the Baltimore Aquarium, or to Rain Forest Café, etc. in conjunction with the social committee

· Submit re-prints of interesting articles in the Newsletter or provide a book review (or magazine review) of a ‘child’ related book recently read (could submit something like this for inclusion in the SWE National magazine).  Perhaps our network of Mom’s can provide input.

· Contact the National Family Issues committee chair for ideas and synergistic programs.

· Work with the Career Guidance Committee Chair to connect our children’s schools with our career guidance activity chairs.

· Work with the Program Co-Chairs to plan a program on elderly care or childcare or some other relevant family issue topic.

· Arrange for childcare as appropriate, during a SWE event.

Initially
Update goals of the committee as appropriate.  Set specific implementation strategies (based on above suggestions, or come up with new ones).

Monthly
Interface with appropriate committees for inclusion of Family Issue activities

Quarterly
Submit article on Family Issues to the newsletter editor by the newsletter deadline

**
Each month Family Issues Committee Chair is responsible for preparing a status of the committee’s activities for the past month even if the committee has been inactive.  This status report should be received by the PDVP at least a week prior to the monthly executive council meeting.  The committee chair is encouraged to attend the executive council meetings when that committee is especially busy and needs input from the council.

***
Be sure to send any expense receipts to the Treasurer in a timely fashion.  All receipts should be submitted to the Treasurer by June 1.  When submitting receipts, be sure to fill out an Expense Reimbursement Form and include the Expense Line Item Name.

****
Be sure to have sign in sheet or know volunteers and committee members so they can be recognized at the end of the year June meeting.  Send volunteer list to the PDVP.
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