Engineering Student Council(ESC) Job Description

Position: Secretary
Description of Project/Purpose of Assignment: 
Convey information from meetings and other communications to the general engineering public

Outline of Volunteer’s Responsibilities or List of Tasks:

Come to all general body and board meetings, record meeting minutes and send to all of the societies, keep track of ESC Points through communication with all societies, update calendar and display case in front of 1202 Martin Hall, assist with publicity for all ESC programs and meetings, assist other ESC officers with duties
Outcomes/Goals:

Keep the engineering population well-informed of Engineering Student Council events and programs.
Training and Support Plan: 

For assistance, contact the President(s) or the Public Relations Chair.
Reporting:

Minutes from each of the general body meetings will be expected no more than 3 days after the meeting.  The minutes will follow the form of the agenda and will be sent to all of the societies, as well as the attendees of the most recent ESC meeting.  Information requested by any ESC officer must be provided to them within two days.
Time Commitment:

Up to five hours every week, not including attendance at all ESC meetings.
Qualifications Needed:

Ability to take detailed notes, well-organized, punctual, and good communication skills.
Benefits:
Experience and knowledge gained through serving the engineering community.
