Information Management Coordinator – Job Description
POSITION TITLE:

IEEE Section Information Management Coordinator
OVERVIEW:

The Information Management Coordinator provides training, encouragement, coaching and tracking for all Section Units (Committees, Affinity Groups, Chapters and Student Branches) in the use of IEEE tools for reporting their planning and officer elections and appointments and for all unit activities.  
The usual term of office for the position of IEEE SEM Information Management Coordinator is two years.  Terms of appointed offices normally run from 1 January through the end of December. 

INTERACTIONS AND ROLES:

· Appointed by the Section Chair.  

· Serves as a member of the IEEE Section Communications Committee.  
· Reports directly to the Communications Committee Chair.  

· Works closely with the Director of Technical Activities.  

DESCRIPTION OF RESPONSIBILITES:

IEEE Information Management Coordinator is responsible for training, coaching, encouraging and tracking all Section Units: 
· Standing and Special Committees, 
· Affinity Groups, 

· Chapters and , 

· Student Branches.  
· HKN Chapters (Connection with vTools system is under development at this time.)
…in the use of IEEE tools:
· Section Website Calendar,  https://r4.ieee.org/sem/
· vTools Meeting Planning, http://sites.ieee.org/vtools/
· vTools Meeting Report (L31), http://sites.ieee.org/vtools/
· vTools Officer Changes, https://officers.vtools.ieee.org/
· vTools Student Branch Activities, https://sbr.vtools.ieee.org/
The Information Management Coordinator will work with the Chair of the Technical Activities Committee in the maintenance and update of the Section Health Assessment. 
http://oc.ieee.org/usercontent/1/3/334230001/1351/Section_Health_Assessment_2012.xlsm?dl
He / she is also expected to: 

· Participate in the activities of the Executive Committee.  

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

· Ensure that each Section element also reports, in writing, each month on current activities to the Executive Committee Secretary.  

· Assist the Nominations Committee to identify Section element candidates for election, or appointment when vacancies occur.  

Item; As a Section officer, it is important to check your email messages on a regular basis.

CONTACT:

IEEE Section Chair

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

Must be an IEEE Member, Graduate Student Member, Senior Member or Fellow grade in good standing and reside within the geographic boundaries of the Section.

QUALIFICATIONS & SKILLS:
· Honesty, integrity and adherence to high ethical standards
· Ability to dedicate service to the IEEE while maintaining balance with professional and personal life
· Be willing and able to contribute positively to the decision-making process of the IEEE
· Understand the sometimes conflicting interests of the various constituencies of the IEEE and to act in the interest of all Section members and the general public
· Ability to meet deadlines and to respond to communications in a timely fashion
· Attention to detail and strong organizational and communication skills

· Preferred 1 year experience working with the vTools system.  

· Good communication skills, both oral and written are essential
· Must stay up-to-date on the online community space.

ESTIMATED TIME REQUIREMENTS:
2 – 4 hours per week - this number may vary depending on the number of active members and/or activities within the vTools system.  

In–Person meetings -Section Communications Committee and/or Section Executive Committee meetings

(4 face to face and 8 monthly conference call meetings per year - typical schedule).

REIMBURSED EXPENSES: 
Ordinary and necessary pre-approved IEEE travel expenses are reimbursed in accordance with IEEE policies or the budget of a given IEEE Committee or Section.

CONTACT:

IEEE SEM Section Technical Activities Chair

(Refer to the IEEE SEM Officers Roster) 

Section Mission

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

For the purpose of: 

· Fulfilling the mission of IEEE

· 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
