CAISS MN Officers Roles & Responsibilities 

Common Officer Roles and Responsibilities: 

· Set up 2-3 goals and plans for Calendar Year 

· Update at officer meetings the status of each goal 

· Recruit new volunteers as needed

· Manage/report budget and expense as applicable

· Rotate the role of hosting seminars and events

· Fund raising

President/Vice President: Helen Liang, Xiaofan Mai
· Work with Advisory Board to develop CAISS-MN growth strategy and set direction

· Lead officer team to execute the growth strategy and promote CAISS-MN image

· Lead annual planning for activities and budget planning
· Each oversea certain areas of operations: President focuses more external affairs including Fund Raising and PR/Communication.  Vice President focuses more on internal affairs including Membership Service, Website and Database and Treasury; while Secretary runs Event Planning and Operation.
Public Relations/Communication - Jin Li, Helen Liang, Brian Mei, Fenghua Zong

* PR Definition: Communication with various sectors of the public to influence their attitudes and opinions in the interest of promoting our society

· Use any media (newspaper, website, other professional or community websites, display at community events, other marketing channels, etc) and network with other Chinese community to establish society reputation and credibility. 
· Draft marketing materials for the above purpose, which include but not limited to news release, society introduction brochures (society overview, membership information, contact information, upcoming event schedule, etc.

· Design branding for the society that includes slogan, color themes, letterhead, T-shirt, etc.
· Develop and distribute quarterly newsletter to members and nonmembers. 
Fund-Raising –Songsheng Xue, Juren Ding, Lynn Li, Lixin Jia
· Establish relationship with key players in the high-tech industry and major local communities. 

· Put together a fund-raising plan that covers (not limited to): how CAISS make a difference, benefit for donors, development cost needs, how the money will be spent, etc.

· Conduct fund-raising campaign to fund the society. (goals?)

· Establish a donor database and maintain relationship with donors by following up on how the money was spent, visibility on our newsletter/website, and sending holiday greetings, etc. 

Membership Service – Lijun Fu, Jin Li
· Work with website team to establish and manage members’ information database.

· Respond to members’ questions and inquiries via email or phone

· Collaborate with event planning team and webmaster to manage membership registration process. 

· Work with PR group to recruit new members (may need budget) and attract new members from the current mailing list.

· Design and implement other membership services to maintain membership base and attract new members such as “job posting” and “special interest group”, etc
Website and Database – Helen Jiang, Lillian Ye

· Create and maintain membership database application. 

· Maintain website features and functionality

· Post event announcement and update event summary and pictures.

· Manage archive and database.

· Update members on new features or news posted on websites (job posting, etc.)

Treasurer – Chang Xie, April Li
· Book-keeping and membership checks deposit

· Develop budget report

· Manage spending reimbursement

· Work with Tax consultant to file tax return 

· Manage expense approval process with authorized signature. 

· Open a debit card for internal spending activities. 

Event Planning – Jianxin Zhu, Xiaofang Diao, Julie Chen, Bo Zhang, Huaqing Yin, Jinglei Li, Helen Liang, Xiaofan Mai

· Periodically research members’ areas of interest in high-tech field.

· Plan ahead quarterly (or every other month?) seminars and events for fiscal year.

· Recruit keynote speakers for planned seminars

· Establish criteria in screening the requests in speaking at our events

· Compose and send email announcement to members and website team on seminars/events details. 

· Manage logistics for seminars and events.

