Special Interest Group Manager
The manager of an STC Houston Special Interest Group (SIG) is responsible for the activities of either the Online SIG or the Contractors/Independent Consultants SIG. This manager will also be responsible for the activities of any other SIG officially sponsored by STC Houston.
	Specific Responsibilities

	· Enlist SIG members to help with the following activities:
Arrange meeting room and audiovisual equipment
Identify program topics
Locate speakers
Manage an email list
Maintain a member skills database
Maintain SIG Web page(s)
· Hold monthly meetings for members to share experiences, network for job opportunities and professional information, and educate interested people about SIG topics.

· Take reservations for meetings; collect payment from attendees for the room and food.

· Have your meeting costs covered by attendee fees. Those payments must be given to and deposited by the Treasurer. Obtain Board approval to not charge a meeting fee to cover costs.

· When you schedule a meeting, notify the Director, Newsletter editor, Publicity manager, and Webmaster so that the meeting can be adequately communicated to the membership.
· Consider maintaining a list of SIG members to remind them by mail, email, fax, or telephone about each meeting.

· Consider maintaining a database of members’ areas of expertise and skills (for example, the CIC SIG’s Contractor’s Guide).
· Share job opportunities with the Employment manager.

· Email or fax committee members about job opportunities received from employers and agencies, the Employment manager, and other sources.

· Maintain a SIG Web page(s) or work with the Manager of Volunteer Resources to recruit a SIG webmaster. Coordinate web site updates with the Webmaster. 

· Maintaining a SIG forum on the STC Houston forums where members can post messages and questions.

· Encourage members to join the international STC SIG, if one exists. Provide information about the international SIG at local SIG meetings.

· Provide information about STC and the chapter at local SIG meetings. Obtain membership brochures from the Membership manager. Tell SIG members how to subscribe to Dateline Houston.

· Make arrangements with one of the chapter photographers to have photographs taken at some SIG meetings and published on the chapter website.

· Write monthly notices for the newsletter about program meetings.

· Prepare announcements about SIG meetings to include in the monthly chapter meeting’s announcements sheet.

· Present appreciation certificates to speakers.

· Provide activity updates and SIG information as requested by the Director.
· Review the past year’s Chapter Achievement nomination forms; throughout the year, provide information to the Director for your SIGs’ Chapter Achievement activities.
· Periodically check the chapter web site and newsletter for accurate information about your SIG.

· As needed, work with the Manager of Volunteer Resources to recruit committee members and temporary volunteers for your activities. Provide descriptions of activities.

	General Responsibilities

	· Acknowledge team for their work.

· Coach team on resolving issues.

· Give the Volunteer Name Collector information about your SIG’s volunteers for recognition, Society awards and nominations, and for future chapter officer candidates. If you can, assist in the write-up of recognition articles and award/nomination forms.

· Serve team by eliminating barriers to productivity.

	Resources Needed

	· Ability to keep accurate records of cash SIG meeting fees and expenses.

· Ability to make or receive telephone calls during business hours.
· Ability to provide the Director budget input and requests.

· Committee members.

· Access to fax machine and/or email.

· Ability to update SIG Web pages.

	Meeting Availability

	· All SIG meetings

· Board meetings whenever the agenda includes topics relating to your committee


	Deliverables
	Due Date
	Receiver

	Preliminary budget
	July Board meeting
	Administrative Council

	Final budget
	Aug Board meeting


	Treasurer, V-P, President

	Team status report
	Monthly Board meetings
	Administrative Council

	Newsletter article about SIG activities
	Once a year
	Newsletter editor

	Flyers
	Preferably 4 - 8 weeks before the SIG meeting
	Member who regularly attends chapter program meetings

	Messages to email lists
	2 to 4 weeks before the STK
	SIG managers, Publicity manager, other members

	Database of SIG member expertise and skills
	Throughout the year
	Technical communication employers and agencies

	Appreciation certificates
	Periodically
	Speakers

	Receivables
	Due Date
	Sender

	STC membership information
	As needed
	Chapter Membership manager or Society Membership contact

	STC international SIG information
	As needed 
	Society SIG manager

	Society email list setup and maintenance instructions (optional)
	As needed
	Society’s Web server system administrator(s)
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