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1 Scope

This document is a supplement to the National Society of Black Engineers - Cedar Rapids/Iowa City Corridor (NSBE-CRICC) Alumni Extension (AE) Constitution and Bylaws. This document describes the roles and duties of the Executive Board Members (EBM) and Standing Committee Chairs for NSBE-CRICC.
This document is not intended to replace the NSBE-CRICC Constitution or Bylaws or be a duplication of the information contained in the Constitution or Bylaws. This document is intended to help you familiarize yourself with the EB and Standing Committee positions and to guide you in understanding the roles of each positions.  In the event of a discrepancy between this document, the constitution, and the bylaws, use what is in the constitution and bylaws.  

2 The Zone Structure
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2.1 Administrative Zone

The Administrative Zone consists of the Chairperson, Vice-Chairperson, Secretary, Treasurer and Programs Chairperson. The Parliamentarian, Chair-Emeritus and Advisory Board Chair work with this zone as non-voting advisory members. Members of this zone shall oversee all other zones. The Chairperson shall coordinate the work of this zone.

2.2 Communication Zone

The Communications Zone consists of the Secretary, Publications Chairperson, Public Relations Chairperson, and Telecommunications Chair. The Secretary shall coordinate the work of this zone, and provide zone members with the resources they need in order to function effectively. The Secretary shall also present regular reports of zone activities to the AE Chairperson.

2.3 Finance Zone

The Finance Zone consists of the Treasurer, Finance Chairperson, and Fundraising Chairperson. The Treasurer shall coordinate the work of this zone, and provide zone members with the resources they need in order to function effectively. The Treasurer shall also present regular reports of zone activities to the AE Chairperson.

2.4 Programs Zone

The Programs Zone consists of the Programs Chairperson, Pre-College Initiative Chairperson, College Initiative Chairperson, Professional Development Chair, and Community Service Chairperson. The Programs Chairperson shall manage the work of the zone and provide zone members with support they need in order to function effectively. The Programs Chair shall also present regular reports of zone activities to the AE Chairperson.

2.5 Membership Zone

The Membership Zone consists of the Vice-Chairperson and Charter Membership Chairperson. The Vice-Chairperson shall coordinate the work of this zone, and provide zone members with the resources they need in order to function effectively. The Vice-Chairperson shall also present regular reports of zone activities to the AE Chairperson.

3. Positions and Duties of the Executive Board
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Officers
Chair:

a. Shall preside over all official meetings of the Extension.

b. Shall serve as the representative of the Extension.

c. Shall appoint members of all committees, with advice and consent of the Executive Board.
Desired Characteristics: Self-motivated, exhibit leadership abilities, able to effectively delegate to other E-board members, knowledgeable of NSBE plans and operations, and support the mission of NSBE to represent and lead the organization effectively.
Vice-Chair:

a. Shall preside in the absence or the inability of the Chair.

b. Shall develop programs of interest for the Extension meetings in cooperation with the Executive Board.

c. Shall perform any activities, duties, and responsibilities as designated by the Chair.

d. Shall oversee the activities of the Executive Board and committees.

e. Shall oversee the Membership Zone and be responsible for all duties of zone members in the absence or inability to perform their duties.

Desired Characteristics: Self-motivated, exhibit leadership abilities, ability to delegate tasks and leadership to all supporting committees, and support the mission of NSBE

Secretary:

a. Shall keep the NSBE CRICC Logo, fill out and countersign all certificates issued, and make proper entries in the books of the Extension.

b. Shall serve all notices required by law or the Bylaws of the Extension and in case of absence, refusal or inability to act, the duties of the office may be performed by any person who the Executive Board may direct.

c. Shall record accurately the minutes of the Executive Board meetings and make available the minutes to all members upon request.

d. Shall require from the Executive Board, committees, and special committees of the Extension, a record of the activities of said body.

e. Shall oversee the Communications Zone and be responsible for all duties of zone members in the absence or inability to perform their duties.

Desired Characteristics: self-motivated, exhibit leadership abilities, good listening and communication skills, organized, and support the mission of NSBE
Treasurer:

a. Shall keep accounts and deposit organization funds of the Treasury.

b. Expenditures made for Extension business shall be in a manner approved by the Executive Board.

c. Shall maintain the membership roll and collect annual dues of the Extension in a manner developed along with the Executive Board.
d. Shall oversee the Finance Zone and be responsible for all duties of zone members in the absence or inability to perform their duties.
Desired Characteristics: Good money management skills, self-motivated, exhibit leadership abilities, organized, and support the mission of NSBE.
Programs Chair:

a. Shall be responsible for the implementation of projects and programs.

b. Shall design and implement methods by which members can submit program or event ideas.

c. Shall work with the Regional Alumni Programs Chairperson in order to develop uniform programs in keeping with the goals of the Society.

d. Shall oversee the Programs Zone and be responsible for all duties of zone members in the absence or inability to perform their duties.

Desired Characteristics: Self-motivated, exhibit leadership abilities, ability to delegate tasks to supporting committees as well as develop programs that will convey the mission and target programs at National level and lastly, and support the mission of NSBE.
4 Standing Committee Hierarchy


[image: image4.wmf]PROGRAMS CHAIR

PRE

-

COLLEGE 

INITIATIVE COMMITTEE 

COLLEGE INITIATIVE 

COMMITTEE 

PUBLIC RELATIONS 

COMMITTEE

PUBLICATION 

COMMITTEE

MEMBERSHIP 

COMMITTEE

FINANCE COMMITTEE

PROGRAMS 

COMMITTEE

SECRETARY

VICE CHAIR

TREASURER


College Initiative

a. Coordinate with local NSBE chapters at the pre-college, college and AE levels.

b. Create and maintain programs and activities.

Chair: Lead College Initiative, work closely with the programs chair, vice chair, and other needed committees to develop and plan events to build college relationships with the locally colleges

Membership

a. Identify and develop initiatives to increase Extension membership.

b. Establish and maintain up-to-date records on current member of the Extension

Chair: Lead all membership events.  Work closely with the planning and programs chair to plan membership building programs that will increase the membership for the chapter as well as effective programs for the chapter members. 

Finance

a. Identify and develop funding sources.

b. Identify mechanisms for fund-raising.

Chair:  Coordinate and establish funding resources for the chapter.
Pre-College Initiative

a. Shall manage and coordinate the activities of the Pre-College Initiative (PCI) Program and Regional and AE Pre-College Initiative Chairs.

Chair: Lead all PCI activities.  Coordinate development plans for the HS and JRHS students with the programs chair to effectively hit all targets for the PCI. Develop a relationship with the JRHS and HS in the area to obtain an area of general focus.

Publications

a. Shall develop mechanisms for establishing and sustaining the Extension Newsletter. This includes the funding and publication responsibilities for the Newsletter and all other publications.

Chair: Lead and develop efforts to develop the chapter’s newsletter and any publications that are provided by the organization.  

Public Relations

a. Identify other Black engineering student/professional organizations for publicity and/or support.

b. Establish interface mechanisms with above-mentioned organizations when expedient and viable.

c. Establish mechanisms to define resources of the Extension by industry and vice verse.

d. Select committee to administer speakers’ bureau; the committee reports to Public Relations Chairperson.

Chair: Lead all efforts to effectively gain sponsorship for the organization.  The Chair will coordinate with the planning committee to market every event that the chapter will host or attend.  Lead all efforts to effectively publicize NSBE and its mission.
Program Planning

a. Coordinate the programs and professional development activities that accomplish the stated goals and objectives of NSBE and the CRICC AE chapter.

b. Make necessary arrangements such as reservations, invitations, menu selection, etc.

Chair: Lead all efforts to plan and coordinate events of the chapter.  Works closely with every Committee to effectively coordinate the where, how, and what is needed for every event.  The Planning Chair is the backbone of every event and most work closely with the Vice Chair and Programs chair when making plans for the fiscal year events for the chapter.

Telecommunication 

a. Coordinate/develop NSBE-CRICC Website.

b. Coordinate NSBE-CRICC Web Team.

c. Serve as administrator of all NSBE-CRICC list serves.

d. Develop Telecommunications Policies/Programs.

e. Develop Web Communications Policies with Communications

Chair: Lead all efforts for the coordination and development of the chapter website.  Works closely with every Committee to effectively coordinate the where, how, and what is needed for every event.  The Chair will work closely with the Secretary in order to manage and maintain the website.

5 Acronyms
AE


Alumni Extension

CRICC


Cedar Rapids/Iowa City Corridor

EB


Executive Board

EBM


Executive Board Members
HS


High School

JRHS


Jr. High School

NSBE


National Society of Black Engineers
PCI


Pre-College Initiative
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