School Liaison Manager

The School Liaison manager markets technical communication, the Houston chapter, and STC to local colleges and universities that provide technical communication classes and programs.
	Specific Responsibilities

	· Write letters to technical communication professors and send them chapter and STC brochures

· Distribute STC scholarship information to students

· Stay informed about university and community college job fairs and make sure STC is represented.

· Help recruit judges for the Science Engineering Fair of Houston (SEFH) Student Writing competition sponsored by Engineering Council of Houston (ECH) and University of Houston-Downtown.

· Attend the SEFH Awards ceremony and help make the chapter’s scholarship presentation to the winners. Make sure that STC Houston is listed in the printed Awards program. 

· Hold periodic program meetings or presentations for students.  Ask chapter leaders to be speakers.

· Write articles for the newsletter about committee projects, writing competitions, Houston student award winners, Houston chapter student scholarship fund, student internships, and student news.  Send copies to the Publicity manager.

· Advise the President and Recognition manager on nominees for the Jay R. Gould Award for Excellence in Teaching Technical Communication. Help the Recognition Committee complete the nomination forms.

	General Responsibilities

	· Acknowledge team for their work.

· Coach team on resolving issues.

· Give the Volunteer Name Collector information about your committees’ volunteers for recognition, Society awards and nominations, and for future chapter officer candidates. If you can, assist in the write-up of recognition articles and award/nomination forms.

· Prepare a budget of expenses and income.

· Provide monthly activity updates to the Director.

· Serve team by eliminating barriers to productivity. 

	Resources Needed

	· Access to a telephone and email.

	Meeting Availability

	· As many regular program meetings as possible.

· Meetings with professors and technical communication program directors as relevant.

· First Board meetings during budget discussion and approval.

· Board meetings whenever the agenda includes topics relating to your committee.


	Deliverables
	Due Date
	Receiver

	Preliminary budget
	July Board meeting
	Administrative Council

	Final budget
	Aug Board meeting
	Treasurer, V-P, President

	Team status report
	Monthly Board meetings
	Administrative Council
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