Chair of Technical Activities
POSITION TITLE:

IEEE Section Chair of Technical Activities
OVERVIEW:
It is the Chair of Technical Activities’ primary function to work closely with all Section Unit Officers to coach and assist each to achieve the unit’s full potential with respect to IEEE and Section Mission and Goals.  (See below):
Part of this function will be encouraging operational and administrative uniformity among the unit Officers, and a willingness to follow guidelines provided by IEEE HQ.  In this activity he/she will work closely with the Information Management Coordinator (Member of the Communications Committee) to ensure the use of best administrative practices by all Section units.  

Section Unit Focus:

The optimal functioning of each Section Committee, Affinity Group, Chapter or Student Branch, and maintaining its focus on its primary ‘Unit’ objective is the Chair of Technical Activities primary concern.  This concern aligns directly with the IEEE officer Job Descriptions.  As an example, consider the focus of a Technical Chapter Chair; “… ensuring that the Chapter is engaging the members and supplementing their technical knowledge by conducting informative technical meetings and events on the local level.”  
Term of Office: 

The usual term of office for the position of IEEE SEM Chair of Technical Activities is 2 years. 

Normal term of office begins on 1January until the end of December. 

ROLES:

· Serves as a member of the IEEE Section Executive Committee
· Serves as an adjunct member of the Section Communications and Nominations Committees.  
· Represent the Section at IEEE gatherings, particularly relating to Technical Activities

· Upon request, represent the Section at Regional Committee Meetings and votes on Technical Activities related issues in of the best interest of IEEE and the Section.  
DESCRIPTION OF RESPONSIBILITES:

IEEE Chair of Technical Activities is responsible for encouraging, facilitating and coordinating all technical activities in the Section.  This includes fostering cross communications and cooperative actions between all units; Standing and Special Committees, Affinity Groups, Chapters and Student Branches and all permutations and combinations of the above.  

He / she is also expected to participate in all regularly scheduled Section Executive Committee functions including; teleconferences and face-to-face meetings and to supply monthly reports on his / her activities.  

Section Element Focus: 

Work closely with each Chapter, Affinity Group, Student Branch and Committee (Geo-unit) Chair to assist each to achieve its potential with respect to the Section Mission and Goals.  (Shown Below)

Grass Roots Communications:

The Section Technical Activities Committee shall also serve to fulfill a member communications feedback mission: “This Committee is charged to report to the Section Executive Committee with recommendations designed to improve the operations and activity levels of SEM operations.”  

Section Element Focus: 

· Work closely with each Chapter, Affinity Group, Student Branch and Committee (Section element) Chair to assist each to achieve its full potential.  
· Coach new Officers in their duties.  

· Encourage administrative uniformity among the Section element Officers to follow guidelines provided by IEEE HQ, the Region and the Section.  

· Shepherd our Chapters, Affinity Groups, Student Branches and Committees.  
Note: Most work with the Student Branches will be conducted through cooperative actions with the Chair of Student Activities and the University Mentors Committee.  

· Recommend cross Section element cooperative efforts whenever possible. 

· Identify potential new Section elements and assist in the submittal of petitions to IEEE HQ.   

Tracking & Reporting:

· Track the activities of each Section element in performing its duties through close cooperation with the Communications Committee vTools Coordinator.  (Section Health Assessment Chart) 
· Assist the Conference Committee to identify appropriate speakers from each Section element.  

· Assist the Section Chair of PACE Activities and the PACE Committee to provide professional activities opportunities to the Section membership.  

· Assist the Nominations Committee to identify Section element candidates for election, or appointment when vacancies occur.  
· Assist the Nominations Committee to identify appropriate award candidates as awards from various Societies, Councils, MGA, Region and Section are announced.  .  
· Organize, run and lead the Section Operations Committee to fulfill its mission: “…to report to the Section Executive Committee with recommendations designed to improve the operations and activity levels of SEM operations.”  
· Encourage each Section element to report, in writing, each month on current activities to the Executive Committee Secretary.  

· Report, in writing, each month on your current activities to the Executive Committee Secretary.  

ESTIMATED TIME REQUIREMENTS; ~4 hours per week - this number may vary depending on the number of activities within the Section.  
Item; As a Section officer, it is important to check your email messages on a regular basis. 

Section Mission

Inspire – Enable - Empower and Engage Members of IEEE at the local level.

For the purpose of: 

· Fulfilling the mission of IEEE (…foster technological innovation and excellence for the benefit of humanity.)

· Enhancing the members’ growth and development throughout their life cycle

· Providing a professional home

Section Goals

· Increase member engagement, 

· Improve relationships with and among members, 

· Increase operational efficiency and effectiveness, within the section and its interfaces, 

· Enhance collaboration – serve as the local face of IEEE to the community, 

· Increase membership, 

· Ensure the collection of appropriate information necessary to assist the IEEE to become a data driven organization.  

CONTACT:

IEEE Section Chair

If you have specific questions regarding the duties noted for this position, please contact your Section Chair or Section Advisor.  
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