[image: image1.emf]


Position Description for IEEE
Information Management Coordinator (IMC)

OVERVIEW

· Each Region shall appoint an Information Management Coordinator (IMC) to encourage and promote the responsible use of automated tools in the administrative, business, and technical operations of the IEEE. This includes the training of volunteers within the Region who use the automated tools. These automated tools are provided to simplify administrative tasks, reduce time spent managing activities, and to assist in member development. The IMC is expected to be proficient in the use of these tools including those tools that are a part of the vTools project and others that are developed, purchased or recommended by the MGA that assist and support IEEE volunteers and members.

· The IMC will support the MGA data-driven decision making process by serving as the coordinator for the Sections, Chapters, Student Branches and Affinity Groups within the Region, and shall as act as the liaison to MGA acquiring and delivering data in support of the MGA mission as it relates to the need, use and development of automated tools. 

· The time needed to fulfill this volunteer position is approximately 5 hours per week on average. The specific time could be more or less depending on the number of automated tools utilized, the amount of Units’ activity to be supported by the software, and the number of Sections within the respective Region. 

For background information, review, as appropriate, IEEE documents as they relate to the administrative, business, and technical operations as well as individual tool tutorials. IEEE documents include IEEE Bylaws, Policy Manual, and MGA (Member and Geographic Activities) Operations Manual (you can find links for these documents at www.ieee.org/officers).
DESCRIPTION OF IMC RESPONSIBILITES:

· Train OU representatives on the use of available automated tools to support administrative, business, and technical operations of the Unit.
· Facilitate data/information flow between OUs and MGA in support of MGA’s data-driven decision making process.
· Advocate for use of MGA Information Management (IM) tools by Unit volunteers and members.
· Participate in beta testing of MGA IM tools, identify areas of improvements and provide appropriate feedback to MGA IM.
· Exhibit highest standards of collaboration, collegiality and respect.
· Identify potential successors to this position at completion of the current term of office.  Act as 
mentor to the successor. 
TERM, LENGTH OF SERVICE, AND APPOINTMENT

· The term of office shall be one year beginning on 1 January.

· Reappointment is permissible. 

· Appointments shall be made by the respective Region Director.

ELIGIBILITY:

· Must be an IEEE member in good standing.
· Must be of IEEE Graduate Student Member, Member, Senior Member or Fellow grade or higher.
· Must be a member of the respective Region in which the appointment is made.
QUALIFICATIONS & SKILLS:

· Demonstrated technical acumen, experience and ability to use automated and web-based software.
· Ability to provide basic technical support and training in using MGA IM tools to Unit volunteers and members.
· Possess excellent communication skills.
· Ability to respond to communications in a timely fashion.
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