Community Service Co-Managers
The Community Service co-managers plan chapter activities where members use their skills to improve the quality of life in our community. 
	Specific Responsibilities

	· Organize at least one group activity for community service during the year.
· Write newsletter articles about community service opportunities and about community service activities performed by the chapter and by individual members.  
· Work with the Publicity manager to publicize group and individual community service activities to local media.

· Inform the Administrative Council of ways to integrate community service into chapter activities whenever possible, for example, holding chapter meetings at a hotel or restaurant that donates leftover food to nonprofit food distribution networks.

· Inform the Administrative Council of worthy nonprofit recipients of surplus chapter material, for example, notebooks left over from a conference.

· Ensure that no community service activities performed by the chapter as a group are of a political or partisan nature.

· Consider attending Engineering Council of Houston monthly meetings as STC’s representative and inform the Administrative Council of ECH community service activities.

· When applicable, provide information to the President for announcements about your committees’ activities during regular program meetings.
· Provide activity updates to the Director monthly
· Review past year’s Chapter Achievement nomination forms; throughout the year, provide information to the CAA Manager for your committees’ Chapter Achievement activities. 

	General Responsibilities

	· Acknowledge team for their work.

· Coach team on resolving issues.

· Give the Volunteer Name Collector information about your committees’ 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

	· Committee members as needed.

· Computer system to store volunteer data.

· Access to fax machine and/or email.

	Meeting Availability

	· As many regular program meetings as possible.

· First Board meetings during budget discussion and approval.

· 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
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