Region 4 Chapters Coordinator

General Job Description

The members of one or more Technical Societies residing in a Section normally form a Chapter.  In some cases Joint Chapters covering two adjacent Sections can also be formed.  In rare cases, two or more Chapters of the same Society affiliations can be formed within the same Section. The Region 4 Chapters Coordinator coordinates all Technical Activities among the Chapters within Region 4 jurisdiction. This job provides resources and guidance in the Chapters activities, in general.  Resources are provided by Societies, Region 4, Regional Activities Board, Technical Activities Board, Educational Activities Board, and sometimes the IEEE-USA Board, as well as the IEEE Head Quarters.  This position requires good coordination with the Technical Societies.  The Chapters coordinator is a part of Region Technical Activity.  This job coordinates all activities closely with the Technical Activities Chair.

Duties and Responsibilities

1. One of the most important work for Chapters Coordinator to work closely with all Region 4 Chapter Chairs as well as Section Chairs. This job determines the needs of all Chapters and provides suitable resources from the Society, Region 4, RAB, TAB, IEEE-USA, etc, as the situation requires.

2. The Chapters Coordinator needs to contact the IEEE Section/Chapter Support Group as well as the Technical Societies Support Group of the Institute. 

3. The Coordinator works with the Section and Chapter Chairs to Launch Society Technical Conferences locally.  This position provides all resources and assistance for such conferences, as necessary. Technical Activities Chair also work closely on this issue.

Typical Work Involvement

1. The Chapters Coordinator Communicates regularly with the Chapters and Sections, and provides assistance as necessary to maintain and/or improve technical programs and activities within Region 4 Chapters.

2. The Coordinator obtains Technical as well as Financial resources for Chapters from Societies and Region 4.

3. The Chapter Coordinator regularly monitors the Chapters, which may fall into delinquency; and provides adequate guidance to improvement. 

Finances

Finance of the Chapters Coordination area fall under the Technical Activities. Technical Activities Chair provides necessary funding for Chapters Coordination work.  Society and Region 4 financial resources are obtained through the Technical Activities Chair, as approved by the Region Director, or the Region Committee, as necessary.

R4 Chapter Coordinator

The role of the R4 Chapter Coordinator is to facilitate the existing IEEE professional, technical and information services for chapter/society members and leaders.  The ease of access to and coordination of existing services will be promoted with working examples and help lines. Efforts will focus on three areas of priority: 

1- Ease of communication: 

 - IEEE email with SAMEE selection features for chapters*

 - Web page guidance

 - Chapters e-advisory board*

2- Ready access to speakers & meetings:

 - Bridge boundaries in the Distinguished Lecturer system among societies*

 - Best practices of meeting, conference, seminar and workshop organization

 - Help with sponsorship techniques

3- Coordinated career-job-update services

 - IEEE web site/ consider a Job-Chat site

 - Highlight R4 & National employment services

 - Promote consultant affiliate groups * Areas of special interest in 2004

Dates:

R4 spring meeting

PACE Workshops

R4 fall meeting

Interfaces:

1- IEEE National Staff & R4 Area Chairs

2- R4 Technical Activities Chair, R4 Conferences Chair, R4 PACE Committee and Distinguished Lecture lists among societies (i.e., on web)

3- R4 Employment Coordinators & IEEE Web Site

+ Section Chairs & Chapter Chairs  

+ It is apparent that chapter coordination requires communication without the boundaries of society, section, region and/or IEEE USA.  

(Albeit the lines of communication with some societies have been mysterious)

(Note: word version is availble on request.)

