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Functions & Responsibilities

President

Reports to: 

· Regional Vice President

Reported to by:

· President-Elect, all Vice Presidents of IIE-GDC

Term of Office:

· One Year

Elected by:

· Membership

Qualifications:

· Must be an IIE Member in good standing.

Basic Functions:  

· Provide direction and leadership Skills

Responsibilities:   A 12 Point Process

1. UNDERSTANDING THE NEEDS AND CHARACTERISTICS OF THE BOARD 

Each individual member of the group has certain needs and characteristics. 

1. A leader should understand his or her personal needs and characteristics. 

2. A leader should understand the needs and characteristics of each member of the group. This helps the leader to deal with each person as an individual, to treat that individual with respect, and to help the person grow. 

3. This understanding helps in planning the program and in getting things done. 

4. This understanding creates trust and builds confidence among group members. 

Through conversation and informal surveys of Board members, try to find out: 

· Why they joined your Board 

· What they expect from the Board's programs 

· What their major interests are 

· What their plans for the future are 
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2. KNOWING AND USING THE RESOURCES OF THE GROUP 

Resources include all those things necessary to do a job. Resources also include people, because people have knowledge and skills. Knowledge is what a person learns through familiarity or experience-what you know. Skill is the ability to use what you know. Attitude includes the desire to do something-motivation-and the belief that you can do it-confidence. 

When the leader uses the knowledge and skills of group members to get a job done, the members gain experience and improve skills. They also develop a positive attitude toward using a skill. 

· Keep the Board's program capability inventory up-to-date and use it in planning. 

· Understand the purpose and resources of your organization. 

· Survey the chapter members; include them in your program capability inventory. 

· Find out your Board member's skills, interests, and resources. 

3. COMMUNICATING 

To improve your skills in getting information: 

· Pay attention and listen carefully. 

· Make notes and sketches. 

· Ask questions and repeat your understanding of what was said. 

· To improve your skills in giving information: 

· Be sure others are listening before you speak. 

· Speak slowly and clearly. 

· Draw diagrams, if needed. Ask those receiving information to take notes. 

· Have the listeners repeat their understanding of what was said. Encourage questions. 

4. PLANNING 

Planning is an important part of the organization, documented in the Agenda and Minutes of the Board meeting. The following is a simple process for planning: 

· Consider the task and objectives. What do you want to accomplish? 

· Consider the resources-equipment, knowledge, skills, and attitudes. 

· Consider the alternatives. Brainstorm. 

· Reach a decision, evaluating each option. 

· Write the plan down and review it with the Board. 

· Evaluate & execute the plan.  
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5. CONTROLLING GROUP PERFORMANCE 

A leader influences the performance of the group and individual members through his or her actions. Why is control needed? 

A group needs control as an engine needs a throttle-to keep it from running itself into the ground. A group works together best when everybody is headed in the same direction. If a plan is to be properly carried out, someone must lead the effort. Control is a function that the group assigns to the leader to get the job done. Control happens as a result of recognizing the difference between where the group is and where the group is going. The leader is responsible for developing a plan to help the group get to its goal. 

Setting the example is the most effective way of controlling the group. When working with Board members, do the following: 

· Continually observe the group. Know what is happening and the attitude of the group. 

· Make your instructions clear and pertinent. 

· Pitch in and help when necessary. 

· Quickly deal with disruption. Guide the Board toward self-discipline. 

6. EVALUATING 

Evaluating helps measure the performance of a group in getting a job done and working together. It suggests ways in which the group can improve its performance. There are two basic categories of evaluation questions. After any event or activity, ask these questions: 

Getting the job done- 

· Was the job done? 

· Was the job done right? 

· Was the job done on time? 

· Keeping the group together- 

· Were relationships between group members helped or hurt? 

· Was participation equally distributed among group members? 

· Did the group enjoy the activity? 

· Did the group handle conflicts well? 

7. SETTING THE EXAMPLE 

Setting the example is probably the most important leadership skill. It is the most effective way to show others the proper way to conduct themselves, and is even more effective than verbal communication. Without this skill, all the other skills will be useless. One way to think about setting the example is to imagine yourself as a member of a group and think about how you would like your leader to act. 
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8. SHARING LEADERSHIP 

While there are various ways to exercise leadership, the goal of leadership is exemplified in a quote from the ancient Chinese philosopher, Lao-Tzu: "But of a good leader...When the work is done, his aim fulfilled, they will say, 'We did this ourselves.'" 

The leader wants to give Board members the skills he or she possesses, not to use those skills in ways that keep the Board weak or dependent. He or she offers leadership opportunities to Board members and teaches them the skills they need. 
9. COUNSELING 

Counseling is important 

· To help people solve problems 

· To encourage or reassure 

· To help a person reach his or her potential 

· Counseling can be effective when a person is 

· Undecided-he or she can't make a decision 

· Confused-he or she doesn't have enough information or has too much information. 

· Locked in-he or she doesn't know any alternatives. 

· How do you counsel? 

· First, try to understand the situation. Listen carefully. Summarize. Check the facts. Paraphrase to make sure you understand. 

· Second, help list as many options as possible. 

· Third, help list the disadvantages of the options. 

· Fourth, help list the advantages of the options. 

· Finally, let the person decide on a solution. The counselor's role is to give encouragement and information, not advice. 

10. REPRESENTING THE GROUP 

Where do you represent the Board? Board leaders represent the Board at Board committee meetings, Advisor's meetings, officers' meetings, dinner meetings, and planning conferences, and to the chartered organization. 

The leader represents the Board in two situations: 

· Without consultation- when he or she doesn't have the opportunity to consult with Board officers about a decision 

· With consultation- when he or she can meet with Board officers about the issue 

· In some cases the leader must represent the Board's decision exactly; in other cases, he or she must use independent judgment. You will need to solicit and analyze members' views and attempt to represent those views within the guidelines of your Board. 
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11. EFFECTIVE TEACHING 

Effective teaching is a process to increase the knowledge, skills, and attitudes of the group and its members. The focus is on learning, not teaching. For teaching to be effective, learning must take place. 

The steps of effective teaching include 

· Choosing the learning objectives 

· Providing a discovery experience that helps the learner understand the need for the skill 

· Demonstrating or explaining the skill 

· Allowing the learner to practice the skill 

· Evaluating the process 
12. FINDING AND RETAINING BOARD MEMBERS 

· Recruiting new board members and getting the most of the existing staff ensures continual progress and growth.
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President - Elect

Reports to: 

· President

Reported to by:

· All Vice Presidents of IIE-GDC (in the absence of President)

Term of Office:

· One Year

Elected by:

· Membership

Qualifications:

· Must be an IIE Member in good standing.

Basic Functions:

· In President’s absence fill in as a designate.

· Assist the President in his duties, as directed.

· In case of deadlock on Constitution changes and Bylaws, cast a deciding vote.

Responsibilities:

· Must plan to attend all board meetings, if possible.

· Attend 80% of all monthly chapter meetings.

· Bring the latest developments in engineering field to board’s attention.

· Assist the board in arranging plant visitation.

· Make sure chapter business is conducted according to the chapter bylaws.

· Scribe meeting business, if required.

· Help develop and recruit new board members.

· Help increase the size of the chapter membership.

· Concentrate on CAR report card to earn a gold award.
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Vice President – Administration

Reports to: 

· President

Reported to by:

· None

Term of Office:

· One Year

Elected by:

· Membership

Qualifications:

· Must be an IIE Member in good standing.

Basic Functions:

· Keep track of BOD’s discussions and decisions.

Responsibilities:

· Taking and circulating meeting minutes.
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Vice President – Advertising

Reports to:  

· President

Reported to by:

· None

Term of Office:

· One Year

Elected by:

· Membership

Qualifications:

· Must be an IIE Member in good standing.

Basic Functions:

· Be sole source for Chapter advertising (goods, services, career opportunities, etc.)

· Chapter advertising includes all Chapter media (including the newsletter, website, email, voicemail, etc.)

Responsibilities:

· Set advertising prices in writing

· Negotiate prices as deemed necessary

· Barter advertising in lieu of speaker fees, meeting room charges, or other Chapter services 

· Advertising fees may be waived for certain nonprofit organizations

· Provide consideration of the value added to membership

· Allow classified ads in newsletter at no charge for 25 words or less in small font

· Coordinate and filter the Career Corner both Newsletter and Web.

Functions & Responsibilities

Vice President – Affiliate Council

Reports to: 

· President

Reported to by:

· ESD Affiliate Council Members.

Term of Office:

· One Year

Elected by:

· Membership

Qualifications:

· Must be an IIE Member in good standing.

Basic Functions:

· Bridging the gap between ESD and IIE-GDC.

· Be a conduit between two societies and be a good ambassador for IIE-GDC.

Responsibilities:

· Attend all monthly meetings.

· Use ESD data base to publicize IIE’s programs.

· Supply latest material such as newsletter, listing of board members and monthly meetings to ESD management.

· Volunteer as a mentor to outreach school students.

· Help in Future City project.

· Help in Gold Award Banquet arrangements.

· Try earning Partner of the Year award third time.
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Vice President – Community Service

Reports to: 

· President

Reported to by:

· None

Term of Office:

· One Year

Elected by:

· Membership

Qualifications:

· Must be an IIE Member in good standing.

Basic Functions:

· Identify Community Service opportunities that are IE related and that the chapter and its members can support.

· Coordinate Community Service interactions by working with organizations that express a need and define deliverables that the Detroit Chapter can achieve

· Solicit approval from the Detroit Chapter BOD for any activities that require the involvement of Detroit Chapter members

· Gather other community service activities by other chapter members for reporting in CAR, newsletter, and IIE HQ.

Responsibilities:

· Solicit non-profit organizations that can benefit from the assistance of Industrial Engineers to make their operations more efficient or less costly to operate.

· Establish projects with such organizations and involve Detroit Chapter resources in the execution of such projects.

· Coordinate planning activities for such projects by establishing a project team, budget and timeline for execution.
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Vice President – Development

Reports to: 

· President

Reported to by:

· None

Term of Office:

· One Year

Elected by:

· Membership

Qualifications:

· Must be an IIE Member in good standing.

Basic Functions:

· Maintain Chapter Activity Report

· Chapter Activity Development

Responsibilities:

· Update CAR and submit monthly reports to the Chapter Board

· Solicit CAR related information from Chapter Board and Chapter Membership

· Submit CAR to National Chapter at year end (February of following year)

· Recommend CAR related activity improvement initiatives to Chapter Board

· Submit quarterly CAR report for webmail and newsletter publishing
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Vice President – E-Mails

Reports to: 

· President

Reported to by:

· None

Term of Office:

· One Year

Elected by:

· Membership

Qualifications:

· Must be an IIE Member in good standing.

Basic Functions:

· Send email to IIE GDC members via the listserve, not to exceed more than 1 email per week.  Email content can include, but is not limited to:

· Upcoming programs

· Education

· Elections

· Or other chapter highlights requested by the BOD

Responsibilities:

· Serve as contact person for other BOD members who would like to have an email message distributed to the IIE GDC membership

· Send email messages, on behalf of the VP Programs, to the IIE GDC membership regarding upcoming programs

· Send out email for initial advertising and any required RSVP needs, 3 – 4 week prior to the program

· Send a follow-up email 1 week prior to the event

· Email details include:
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· Vice President – E-Mails (Contd.)Topic and Title to include the speaker information and a brief program description that will interest members in attending

· Date, Time, Location & Cost

· Whether a RSVP is required and by when

· Link to the website for additional details (which will include speaker name, bio, maps and driving directions)

· Send email messages, on behalf of the BOD members, to the IIE GDC membership regarding education, elections or other chapter highlights
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Vice President – Finance

Reports to: 

· President

Reported to by:

· None

Term of Office:

· One Year

Elected by:

· Membership

Qualifications:

· Must be an IIE Member in good standing.

Basic Functions:

· Perform all Financial transactions of the Chapter

· Provide Financial Reports to the Detroit Chapter Board on current status of accounts and transactions

· Create IIE Headquarters required financial reports

Responsibilities:

· For all financial accounts of the Detroit Chapter

· Establish banking relationships for financial accounts

· Establish and maintain credit card processing accounts

· As needed, Create external reports for Banks, vendors, government agencies

· Pay chapter expenses directly to vendors or to Board Members with approved expenses

· Review all submitted expenses and ensure they are substantially documented and approvals are received by the Detroit Chapter Board of Directors

· Notify Detroit Chapter Board of Directors if expenses are not within budget guidelines or require new budget items to be created and approved by the Board.
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Vice President – Information Technology

Reports to: 

· President

Reported to by:

· None

Term of Office:

· One Year

Elected by:

· Membership

Qualifications:

· Must be an IIE Member in good standing.

Basic Functions:

· Maintain the good working order of the Web Server

· Maintain the good working order of the e-mail list server

· Support the VP-Webmaster and VP-E-mail in their I.T. needs

· Investigate new I.T tools as requested by the BOD

Responsibilities:

· Web: handle issues as they arise with both the web page, and with the BOD e-mails provided by the web hosting service.

· Web: Support the webmaster in developing web pages as needed

· Listserve: Download the member list on a monthly basis

· Support the VP-e-mail as needed in distributing member e-mails.
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Vice President – Membership

Reports to: 

· President

Reported to by:

· None

Term of Office:

· One Year

Elected by:

· Membership

Qualifications:

· Must be an IIE Member in good standing.

Basic Functions:

· Monitor the status of Chapter membership and report it to the BOD.

· Identify root causes for increase/decrease of membership.  Identify overall trends in membership. 

· Define strategies to increase membership, present to BOD for approval and agreement, and implement strategies accepted by the BOD.

· Work with IIE HQ to gather materials and background on IIE membership trends.

Responsibilities:

· Monthly, acquire member list from email listserve VP

· Analyze chapter membership data

· Interview members that are leaving the chapter to identify and determine root causes

· Interview NEW members to make them welcome to the chapter – invite them to meetings, introduce them to chapter officers, and how to stay in communication with the chapter.

· Interview new members to understand why they are joining the chapter – communicate any major messages to the BOD

· Perform an Annual Quality Survey of the Detroit Chapter membership – to identify member needs and updates to program or communications that are needed.
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Vice President – Newsletter Editor

Reports to: 

· President

Reported to by:

· None

Term of Office:

· One Year

Elected by:

· Membership

Qualifications:

· Must be an IIE Member in good standing.

Basic Functions:

· Act as the chapter newsletter editor (and publisher)

· Submit newsletter competition scorecard and newsletter yearly report to National

· Obtain the Newsletter Competition Platinum Award from National

· Maintain a newsletter expenditure spreadsheet file of expenses/savings/avoidances

· Actively support an Email Address VP to ensure a overwhelming majority of member email addresses in order to eliminate newsletter publishing and postal costs

Responsibilities:

· Obtain and compile news items from Officers, email files, outside sources, etc.

· Ensure the news items meet the newsletter competition scorecard requirements

· Edit/fit news items within newsletter size constraints, add appearance enhancements

· Save a completed publisher file, save a pdf file and make a CD

· Get newsletter published by outside print shop

· Printout mailing labels, buy postal stamps, insert, fold, stamp, label, mail-out newsletters

· Prepare expenditure file and forward expenses to VP Finance
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Vice President – Programs

Reports to: 

· President

Reported to by:

· None

Term of Office:

· One Year

Elected by:

· Membership

Qualifications:

· Must be an IIE Member in good standing.

Basic Functions:

· Serve as IIE point person for coordinating speakers and chapter programs

· Serve as IIE liaison with other engineering professional societies in coordinating joint chapter programs

· Execute IIE annual program schedule

Responsibilities:

· Stay at least 4 programs ahead of schedule for planning and marketing purposes

· Coordinate program details no later than 4 weeks prior to the program.  Details include, but may not be limited to:

· Date, time, location, speaker name, speaker bio & cost

· Maps and driving directions

· Registration requirements to include RSVP

· Record voicemail message on related to next IIE program and direct members to the website for future programs

· Submit (at least) the next 4 programs’ details to the VP Webmaster and VP Newsletter no later than 3 weeks prior to the program.  Details should include, but are not limited to:
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· Topic and Title to include the speaker information and a brief program description that will interest members in attending

· Date, time, location, speaker name, speaker bio & cost

· Maps and driving directions

· Registration requirements to include RSVP

· Confirm program details with speaker or other co-hosting chapters to confirm event is set

· Communicate with the VP Email, including the following details, to send the initial email program announcement 3 – 4 weeks prior to the program:

· Topic and Title to include the speaker information and a brief program description that will interest members in attending

· Date, Time, Location & Cost

· Whether a RSVP is required and by when

· Link to the website for additional details (which will include speaker name, bio, maps and driving directions) 

· Assist with the program set-up and clean-up, as needed/requested, on the day of the program

· Distribute program evaluations and re-collect completed evaluations on the day of the program

· Tabulate program evaluation results and submit them to VP Development for submission into the CAR
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Vice President - Public Relations

Reports to: 

· President

Reported to by:

· None

Term of Office:

· One Year

Elected by:

· Membership

Qualifications:

· Must be an IIE Member in good standing.

Basic Functions: 

· Communicate newsworthy events from IIE GDC to local news organizations

· Provide updates to IIE GDC Board of Directors on a regular basis

Responsibilities: 

· Keep informed of local chapter newsworthy events

· Keep updated list of local news organization contacts

· Maintain close working relationship with Newsletter VP – in order to obtain documentation of newsworthy events suggested to be input to local news organizations

· Attend IIE Programs in order to maintain close
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Vice President – University Liaison

Reports to: 

· President

Reported to by:

· None

Term of Office:

· One Year

Elected by:

· Membership

Qualifications:

· Must be an IIE Member in good standing.

Basic Functions:

Facilitate relationship between Professional chapter and IE/IE-related academic departments in the Professional Chapter’s Area

Responsibilities:

· Coordinate with and assist other VP’s with University-related activities and programs, e.g. Irv Otis scholarship, Annual Student Paper competition, recruitment of graduating students to the Professional chapter.

· Recruit student volunteers for Professional Chapter events, e.g., annual 6-sigma symposium.

