Proposal of Changes to Duke SWE Section Executive Board Officer Duties

2010-02-21
A.
The president shall:

1. Represent the section before the public and preside at meetings of the section and its executive council;

2. Appoint the chairs of all committees, with the approval of the executive council, except the chair of the nominating committee; 

3. Approve the appointment of all committee members, except the members of the nominating committee;  

4. Authorize the disbursement of section funds within the budget approved by the executive council;

5. Be an authorized signatory on all section accounts;

6. Coordinate activities and execute the business and policies of the section between meetings;

7. Coordinate the submittal of quarterly reports to the region representative;

8. Submit the section annual report to the Society in accordance with established procedures;

9. Review and approve the year-end section financial report; and

10. Perform other duties normally associated with the office of president or as may be assigned by the executive council or the governance documents.

B. The vice president shall:

1. Meet with the president at the beginning of each semester to determine goals for the year and an outline of section events

2. Coordinate the section’s delegation to Annual and Regional conferences and makes travel arrangements and accommodations

3. Assures implementation of all events and assists programming chairs with planning of events

4. Chair the committee that applies for regional and societal awards for the sections

5. Chair the committee that applies for a regional conference bid

6. Perform all duties of the President in the absence, or at the request, of that officer

C. The secretary shall:

1. Keep a record of all meetings (minutes and attendance) of the Executive council and general body

2. Send minutes to members of Executive council following meetings and notify general body of meeting highlights

3. Update section bylaws annually or more frequently if necessary 

4. Determines eligibility for running for office and voting

D. The treasurer shall:

1.
Be responsible for the collection, distribution, and safekeeping of section funds;

2.
Prepare, maintain, and report as directed on the financial position of the section in relation to the approved budget;

3.   Prepare and file taxes on behalf of the section if necessary;

4.
Submit a financial report to the Society in accordance with established procedures; 

5.    Be responsible for funding requests from Student Organization Finance Committee, Engineering Student Government, Pratt Dean’s Office, and Engineering Alumni Council; and 

6.
Perform other duties normally associated with the office of treasurer or as may be assigned by the president, the executive council, or the governance documents.

E. The outreach chair shall:

1. Coordinate section activities for programs that encourage girls to be interested in and enthusiastic about engineering, science, and mathematics. These events include but are not limited to: Girl Scout programming and FEMMES 

2. Maintain relationships with local girl scout troop leaders to coordinate collaboration for events

3. Encourage SWE member participation in Pratt and University wide community service and fundraising initiatives
4. Encourage SWE member participation in FEMMES weekly after school programs

F. The Recruitment and Public Relations chair shall

1. Coordinate the SWE Buddies program including:

a. recruiting upperclassmen mentors during the spring semester of the previous academic year

b. holding a meeting for mentors with an overview of expectations for the SWE Buddies program, and 

c. Obtaining the list of incoming women to the Pratt School of Engineering and matching them with mentors.

d. Planning an event during the first month of school for the first year students

2. Be responsible for retention of members throughout time at Duke
3. Advertise SWE events via emails, flyers, and plasma screen ad boards
4. Communicate and collaborate with other engineering student organizations

G. The Academic and Professional Development chair shall:

1. Plan and implement programs that assist members with choosing courses

2. Coordinate with WISE to provide SWE members with graduate school advice

3. Assist members with resume preparation and interview practice

4. Coordinate with career center to plan informational sessions on career guidance
5. Assist webmaster with maintaining the internship database

H. The Industry and Alumni Relations chair shall:

1. Create a resume CD for fall and spring career fairs and Tech Connect and organize its distribution

2. Communicate with industry representatives to plan SWE specific information sessions

3. Maintain communication with Alumni board

4. Plan events during homecoming and/or Reunion weekend with SWE Alumni

I. The Social chair shall:

1. Make arrangements for SWE sponsored E-socials in the fall semester and assist freshman delegates with planning of E-socials in the spring semester

2. Plan at least one social event each semester that provides members the opportunity to build relationships outsides of the classroom

J. The webmaster shall:

1. Design and maintain the Duke SWE Website

2. Update events on the website calendar and post announcements

3. Maintain resources on the website such as an internship database that will be beneficial for SWE members

K. The freshman delegate(s) shall:

1. Attend executive board meetings during the fall semester and assist the board in planning of events

2. Be in charge of organizing SWE sponsored e-socials in the spring semester

3. Assist the board in advertising SWE events to freshmen

