Director of Appointments
POSITION TITLE: IEEE Section Director of Appointments
OVERVIEW: 
IEEE main focus of duties and responsibilities of the Director of Appointments are to identify vacant Section Unit Offices and help select the appropriate candidate to fill each role.  

Section Units: (Committee, Affinity Group, Chapter, Student Branch, HKN Branch) 
The usual term of office for the position of IEEE SEM Director of Appointments is 2 years. 

Term of office begins on 1January until the end of December. 

ROLES:

· Serves as a member of the IEEE Section Nominations Committee, 
· Reports directly to the Chair of the Nominations Committee,  

· Participate in the activities of the Nominations and Executive Committees.  

· Work closely with the Section Chair and the Officers of the Section Executive Committee.  , 
· Work closely with the Section Director of Technical Activities in locating officer vacancies  , 
· Report, in writing, each month on current activities to the Nominations Committee Secretary,   

· Represent the Section at IEEE gatherings, particularly relating to Appointments, 
· Upon request, represent the Section at Regional Committee Meetings and votes on Appointments related issues in of the best interest of IEEE.  
DESCRIPTION OF RESPONSIBILITES:

IEEE Director of Appointments is responsible for encouraging, facilitating and coordinating all Appointments in the Section.   Note the Section Mission and Section Goals statement at the end of this document.  Many of the points on that listing relate directly to the duties and responsibilities of the Director of Appointments.  
Typical Sequence of Operations: 

· Review the current Section Officer’s Roster for vacant positions, 
· Identify and list vacancies, 

· Categorize the criticality of each vacant position, 

· Rank the order of vacancies from the most to least critical to unit functioning.  

· Normal Criticality of Importance:

1. Chair & 
2. Secretary (w/o both, most units stand still).  
3. Treasurer
4. Vice-Chair

5. Director (Order by perception)

Actions:

· Contact current unit officers for suggestions of someone to fill a vacancy, 
· Inquire if the current officers may want to ‘change’ positions to fill a vacancy, 

(No, this does not solve our vacancy problem, only moves it to another position.  However we are also interested in assisting members to ‘grow’ in responsibility and management skills so, this alternative may be best for everyone.)  

· Seek agreement to have the Nominations Committee assist in locating a viable candidate.  

· Seek agreement as to who in the unit will interview candidates and make a final selection.  

· Establish a time frame for a candidate search.  

Supporting Activities:

· Prepare a set of format information letters for each position describing the job and a contact list for candidates’ questions.  

· Prepare a set of format appointment letters for each position for possible use by the Section Chair, 

· Identify a ‘pool’ of candidates for specific offices, (Candidate Pool / Contact method)
· Section Officers & Section Committees; (Entire Section / e-Notice)

· Affinity Groups & Chapters; (Members of related groups, Societies or Councils / Dedicated ListServ for each unit): Work with the Director of Technical Activities to identify lists.  
· Student Branches; (Student Members / Dedicated ListServ for Section Students)

· In all cases, cc the Director of Technical Activities, for Student Branches, cc all current SB officers and the Director of Student Activities,  

· Respond to each candidate inquiry with the appropriate information letter from the ‘set’ built above, 

· If candidate declines the position suggest other possible positions that might suit their interest and abilities.  

· When a candidate confirms interest, direct them to the appropriate unit officer for a detailed interview.

· When a unit confirms candidate acceptance, advise the Chair of Nominations, and the Director of Technical Activities, and request a letter of appointment from the Section Chair.  

· Note: 

ESTIMATED TIME REQUIREMENTS; ~5 hours per week - this number may vary depending on the number of vacancies within the Section.  
Item; As a Section officer, it is important to check your email messages on a regular basis.

CONTACT:

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

Limitations:  

In accordance with the IEEE MGA Operations Manual, Section 9.4.G.1; 

“Each Section shall appoint a Nominating Committee of three or more Section members not then officers of the Section. A member of the Section Nominating Committee who does not resign from the committee prior to the meeting at which nominees are selected is not eligible to be nominated for any office to be filled by the Section Executive Committee.”  
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