CSNS Officers Job Description/Responsibilities
Vice-Chair

	Primary Responsibility
	Time Frame

	Support chair/substitute if needed
	Continuous

	Chair Reference Committee
	During Annual Meeting

	Chair Fellowship-Mentor Committee (see below)
	Continuous

	Participate in LRP
	Variable


Fellowship-Mentoring

	Primary Responsibility
	Time Frame

	Oversee all aspects of SE Fellowship
	Continuous

	1. Applications (update, collate, distribute)
	1-2/year

	2. E-mail and letter announcements
	Templated fall

	3. Mentor assignment and trouble shooting
	Spring meeting/ongoing

	4. Evaluations
	Spring meeting

	5. Funding
	Ongoing

	6. Selection process and notification
	Prior to and during spring meeting

	Develop extended mentoring program for new members
	Ongoing

	Coordinate information session and information material for fellows and new members
	Ongoing


CSNS Workforce Chair Responsibilities
	Primary Responsibility
	Time Frame

	1. Winter Executive Committee Meeting:

a. Submit report for Winter EC inre Workforce project updates and work products.

b. Attend and present report at winter EC
	

	2. AANS – CSNS meeting
a. Circulate resolutions to Workforce Committee members

b. Circulate the agenda and project information to WFC members about a month before CSNS meeting

c. Assign specific members to discuss/ present resolutions

d. At CSNS meeting, attend EC meeting and then WFC meeting

e. Update WFC roster and email list

f. Introduce new projects/ ideas for WFC

g. Address any specific projects assigned to WFC
	

	3. Summer Executive Committee Meeting
a. Sumit report for Summer EC inre last WFC meeting, project updates and work products

b. Attend and present report at summer EC

c. Usually at Summer EC, write an update for the CSNS website of the WFC projects
	

	4. CNS – CSNS Meeting
a. Circulate any resolutions to WFC members
b. Circulate agenda and project information to WFC members about a month before the CSNS meeting

c. Assign specific members to discuss and present resolutions

d. At CSNS meeting, attend EC meeting and WFC meeting

e. Update WFC roster and email list

f. Introduce new projects/ ideas for WFC

g. Address any specific projects/ resolution work assigned to WFC
	


