POSITION DESCRIPTION FOR REGION 6 AREA CHAIR

1.  Introduction

· A Region 6 Area Chair is appointed by the incoming Director to a two-year term of office concurrent with the Director’s, and confirmed by the Region 6 Executive and Operating Committees.
· The Area Chair acts as the Region 6 Director’s representative in the Area and provides an informal and direct communication link between the Director and the Sections, Society Chapters and members.

2.  Mission

· Specific goals

· Enhance Section, Chapter, and Student Branch operations.

· Offer leadership training and strategic planning workshops to all incoming Section Chairs 

· Encourage and initiate the development of programs and services to effectively serve the members at the Section and Area levels

· Encourage timely dissemination of information at all levels by utilizing the Region 6 Virtual Community

· Enhance the value of IEEE membership, and promote the active recruitment and retention of members

· Goal attainment

· Enhanced operations, good participation, and member satisfaction

· The Section Leadership and Strategic Planning Workshops will be offered on an annual basis, typically during the Fall Area Meeting

· Section Chairs are encouraged to share best practices and issues of concern to develop programs and services of value to our members

· Each Section Chair will be responsible for the timely dissemination of information related to the Section via the Region 6 Virtual Community.

· Work Closely with the Region 6 Membership Development Chair to recruit, and retain members within the Section

3.  Qualifications

· A minimum grade level of Member, and residence in the Area is required.

· The person appointed as the Area Chair shall have prior experience working at the Section and/or Chapter levels within the IEEE, and have a good understanding of the needs of the Sections within the Area. Leadership Experience at different levels of the Institute is highly desirable, besides a genuine interest and commitment to serve the needs of members.

4.  Duties

· Specific duties of the Area Chair are listed under Section 6.0 of the Region 6 Bylaws. 

· Appoint individuals to serve on Area Committee positions in consultation with the Region 6 Director, including: Awards, Engineering Women, GOLD, PACE, and Student Activities

· Maintain Area and Section rosters and mailing lists

· Responsibility for organizing and conducting two meetings every year, which rotate around the Sections of the Area, as hosts. The Spring meeting is usually held in April or May. The Fall meeting usually held in October. In meeting planning it is highly important to maintain a balance in addressing the interests and needs of both members and student members. 

· The Fall area meeting features a training workshop for the Section Leaders, and a separate Student Leadership Training Workshop for Student Branch Officers and Branch Counselors.  

· The Spring meeting features a general session covering Region 6 activities, a separate breakout session for Section leaders, and activities for students including the Student Paper Contest, optionally a Student Design Project contest and a MicroMouse Contest. The paper and design contests are organized and conducted by the Area Student Activities Chair in accordance with the Contest Rules and Guidelines posted on the Region 6 Virtual Community. The MicroMouse contest is run by the Area MicroMouse contest coordinator.

· Periodic reporting

· Coordinate with Section and Student Branch leaders to present biannual reports at the Fall and Spring Area meetings. The Area Chair is also responsible for preparing and presenting an Area report covering the highlights and issues that may need to be addressed at the annual Region 6 Operating Committee meeting, and Region 6 Executive Committee Meetings.

5.  Budget

· Funding source(s)

· The Region 6 Annual Budget covers Area Meeting expenses, including travel expenses by invitation. Funds for student contest prizes are separately allocated on the Region 6 Budget. Special funds may be set aside at the Regional level for projects such as MicroMouse maze construction. Funding for such projects requires the approval of the Area Chair and the Region 6 Executive Committee.  

· Periodic expense status

· The Area Chair will work closely with the Region 6 Treasurer to monitor expenses and stay within budget allocations. Area Chairs review and approve Area Meeting Expense reports for reimbursement prior to submission to the Region 6 Treasurer. Reimbursement will be in accordance with the Region 6 Travel Policies posted on the Region 6 Web Site and the R6 Virtual Community.

· Projected needs

· When needs arise for specific projects that cannot be covered within the Area’s allocated budget, the Area Chair is responsible for preparing a proposal for funding and presenting it to the Region 6 Director and the Region 6 Executive Committee for consideration in accordance with the Region 6 Bylaws. 

8.  Sample Products

· Templates: Sample Invitation Letters and Agenda from Fall 2003 and Spring 2004 meetings

· Prior reports
9.  Accountability
· The Area Chair reports to and serves at the pleasure of the Director

· The Director periodically reviews expenses, meetings, operations, and reports, to access goal attainment. 

