Assistant Secretary
POSITION TITLE:

IEEE Section Assistant Secretary
SCOPE:
The Assistant Secretary shall report to the Section Secretary.

The usual term of office for the position of Assistant Secretary is two years. 

(2 years appointed in June) 

Term of office begins on the first of January and runs until the end of December. 

OVERVIEW:

IEEE Section Assistant Secretary provides assistance and support to the Section Secretary in the performance of his/her duties.  
ROLES:

· Serves as a member of the IEEE Section Executive Committee
· Represent the Section at IEEE gatherings, particularly relating to Administrative Activities
· Upon request, represent the Section at Regional Committee Meetings and votes on Financial Activities related issues in of the best interest of IEEE

DESCRIPTION OF RESPONSIBILITES:

IEEE Assistant Secretary is responsible for establishing and maintaining: 

· Consistent and continuing support to the SEM Secretary
· Assists the Secretary in all Administrative Activities matters at section meetings
· In case the Secretary r cannot perform his assigned duties, him/her takes over until a new Secretary is appointed or elected
ESTIMATED TIME REQUIREMENTS:

Item

Correspondence –

As a Section officer, it is very important that these members check their email messages on a regular basis.

2 – 4 hours per week - this number may vary depending on the number of members and/or activities within the Section

CONTACT:

IEEE Section Chair

If you have specific questions regarding the duties noted for this position, please contact your Section Chair, Section Secretary, Section Advisor or the IEEE Region 4 Secretary.
