Employment Co-Managers
The Employment co-managers provide employment information to technical communicators, and those seeking to enter the field, seeking jobs.
	Specific Responsibilities

	· Handle inquiries by telephone, mail, email, and in person from job seekers, and accept their skills summaries. Provide counsel on the job search and résumés. The chapter charges nonmembers $125 for this service.
· Provide information about technical communication and job opportunities to people outside of but interested in the field.
· Post job opportunities to SIG lists, satellite group lists, and the STC Houston Employment Forums. Send email messages to the chapter listserv when you post employment opportunities.
· Refer member job seekers to the Consultants and Independent Contractor (CIC) SIG, as appropriate, and share job opportunities with the SIG coordinator.
· Handle inquiries from companies searching for communicators, and send them skills summaries.  Use email as much as possible and avoid mailing costs whenever possible.  Provide advice to the companies on the search. You may also want to direct the companies to the CIC SIG’s online Contractors Guide posted on our Web site.  The chapter provides this service free for the first request during the year.  After the first request, the chapter charges $100 for this service for the remaining year.
· Maintain accurate records of the companies that request employment services, of each service request, and each payment.  Forward all payments to the Treasurer as soon as you receive them.
· If possible, keep statistical records on inquiries and placements of communicators into jobs.
· Write newsletter articles about these records and the services of the committee.
· Conduct a written career and salary survey of members every two years, and prepare a report of the results. Distribute copies of the report at chapter meetings and prepare a graphical representation for the newsletter.
· Speak to other organizations, such as college classes, on résumé writing and the job search, as requested. If you can, assist the Student committee in staffing STC booths at job fairs.
· Maintain contact with the international STC employment committee and employment committees in other chapters and local organizations.

	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 for newsletter articles, salary survey, and presentations to other organizations
· Access to a telephone

· Computer system to store volunteer data.

· Access to fax machine and/or email.

· Access to a computer to maintain accurate records of the companies that request employment services, of each service request, and each payment.

	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

	Newsletter articles
	Periodically
	Newsletter Editor

	Salary survey questionnaire and analysis of responses
	Every other year
	Administrative Council

	Receivables
	Due Date
	Sender

	STC brochures, including information about the technical communication field
	As needed
	Society

	Chapter brochures
	As needed
	Publicity manager
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