SPE-GCS Community Services Committee
Mission Statement
The Mission of the Gulf Coast Section Community Services Committee shall be the promotion of mutual cooperation in furthering the objectives of the Society of Petroleum Engineers International, Inc. This shall be accomplished by: 
· Supporting programs in area primary and secondary schools to encourage students to develop their abilities in STEM - Science, Technology, Engineering and Mathematics
· Enhancing the image of the Oil and Gas Industry by sponsoring community service programs.

Overview of Succession Planning
Critical to the viability of any organization is the need to identify and develop qualified candidates for leadership positions. This process is called succession planning. The purpose of this document is to describe the positons available on the Community Services Committee. Committee members will be chosen based on an application and prior participation and interest in the committee. 

Committee Organization
The committee will be comprised of the following positions:
· Chair: Serves on the SPE-GCS Board and is the head of the committee (Current: Marissa Davis)
· Past Chair: Assists the Chair when needed (Current: Amy Timmons)
· Treasurer: Organizes and keeps track of finances for the Committee. Reports to Chair and SPE-GCS board monthly on the budget of the committee (Current: Unfilled)
· Publicity: Prepares monthly newsletter and website updates (Current: Unfilled)
· Program Coordinator: Organizes and keeps track of all upcoming events. Works with Membership Chair to organize volunteers for each event. (Current: Unfilled)
· Membership Chair: Updates volunteer list and organizes recruitment events (Current: Unfilled)

Position Commitment

The committee will meet every 1 to 2 months. Committee positions will require a commitment to attend the committee meetings as well as perform duties outlined in the position profile. Committee members will be committed to the role for which they are chosen for 1 year. After 1 year, the positions will be reviewed to understand whether there are additional positions needed. Committee members will at this time be allowed to discuss transfer of roles or the addition of new roles. At the end of the Current Chair’s commitment (2-3 years), the past and current Chairs will choose a new chair based on committee members performance in their roles. 

All committee members are encouraged to participate in volunteer events as much as possible. Brainstorming of new types of events for the committee to participate in is also encouraged to broaden the scope of the outreach the committee provides to the community. 
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CHAIR - Position Profile

Key Position/Commitment
	
1-year commitment for position, part of a 2-year commitment (Vice Chair or member of Study Group/Committee Executive Committee, Chair).
Requires: Computer access, 2 to 4 hours per week.
Attend all Executive Committee meetings (6 to 12 per year), as well as Study Group/Committee meetings (usually 1 every two months).




Role
	
Presides at all Executive Committee meetings and Study Group/Committee functions.
Facilitates special meetings and projects.
Serves as the primary contact with the SPE-Gulf Coast Section.
Provides vision and direction in accordance with the Mission Statement.
Acts fairly and justly.
Exhibits fiscal responsibility.
Represents Study Group/Committee in outside events in a responsible and professional manner.
Avoids perception of acting on behalf of special interests or for personal gain.




Responsibilities/Duties
	
Schedules, sets agendas, and presides over Executive Committee meetings. 
Provides guidance to other Executive Committee members. 
Casts deciding vote in the event of a tie by the Executive Committee. 
Forwards information to newsletter and website coordinators. 
Sets goals in accordance with the Mission Statement. 
Organizes ad hoc committees to perform tasks and meet goals. 




Preferred Prior Experiences
	
Member of Study Group/Committee general membership.
Either Vice Chair or member of Study Group/Committee Executive Committee.
Technical experience in the oil and gas industry.




Preferred Skills/Proficiencies
	Organization – To properly plan, start projects, and carry out duties.
Oral Communication – Public speaking, presiding at meetings, establishing clear directives.
Leadership – Motivates, uses interpersonal skills, is a pacesetter, has a likeable personality, and has strong judgment skills.
Time management – Preparation and running meetings, attending other related events.  
Energetic – Tireless, self-starter, positive attitude, focused.
Temperament – Levelheaded, works well under pressure, takes criticism well, allows others to express different views, strong negotiation skills, patient.
External Support – Both time and financial commitment from employer, time and moral support from family members, to handle SPE-related business.
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TREASURER– Position Profile

Key Position/Commitment
	
1 to 2-year commitment for position
Requires: Computer access, 1 to 2 hours per month.
Attend all Committee meetings (usually 1 every two months).




Role
	
Manages Study Group/Committee budget and monetary accounts.
Accounts for monies collected at functions and donations provided to special programs.
Reports to SPE-GCS Board and Chair in a timely fashion.

Performs duties in accordance with the Mission Statement.
Represents Study Group/Committee in outside events in a responsible and professional manner.
Avoids perception of acting on behalf of special interests or for personal gain.




Responsibilities/Duties
	
Coordinates with SPE-GCS Treasurer for funding.
Prepares yearly fiscal budget to present to SPE-GCS.
Settles bills with program event vendors.
Fills out post-event reports and sends to SPE-GCS Treasurer.
Sends donations/sponsorships to sponsored groups and events. 
Endorses checks and forwards to SPE-GCS.
Reports financials to Committee on a monthly basis.
Works closely with Chair to prepare for the coming fiscal year.




Preferred Prior Experiences
	
At least one year of experience with the Committee.
Understanding of budgeting processes, financial operations, and balance sheets.
Technical experience in the oil and gas industry.




Preferred Skills/Proficiencies
	
Leadership – Motivates, uses interpersonal skills, is a pacesetter, has a likeable personality, and has strong judgment skills.
Trustworthy – Will be working with credit card information and large sums of money.
Energetic – Tireless, self-starter, positive attitude, focused.
Temperament – Levelheaded, works well under pressure, takes criticism well, allows others to express different views, strong negotiation skills, patient.
External Support – Both time and financial commitment from employer, time and moral support from family members, to handle SPE-related business. Organization – To properly plan, start projects, and carry out duties.
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Key Position/Commitment
	
1 to 2-year commitment for position.
Requires: Computer access, 4 to 6 hours per month.
Attend all Committee meetings (usually 1 every two months).




Role
	
Keeps communication going to Committee members as well as SPE-GCS and SPEi.
Performs duties in accordance with the Mission Statement.
Represents Study Group/Committee in outside events in a responsible and professional manner.
Avoids perception of acting on behalf of special interests or for personal gain.




Responsibilities/Duties
	
Ensures that event information is sent to SPE-GCS in a timely manner.
Forwards monthly/periodic newsletter on time.
Updates information on website by forwarding in a timely manner to website managers.
Prepares flyers and brochures for special functions.




Preferred Prior Experiences
	
At least one year of experience with the Committee.
Technical experience in the oil and gas industry.




Preferred Skills/Proficiencies
	
Organization – To regularly forward information to SPE-GCS newsletter and website.
Leadership – Motivates, uses interpersonal skills, is a pacesetter, has a likeable personality, and has strong judgment skills.
Energetic – Tireless, self-starter, positive attitude, focused.
Computer skills – Understanding of website creation and management preferred but not required.
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PROGRAMS COORDINATOR – Position Profile

Key Position/Commitment
	
1 to 2-year commitment for position
Requires: Computer access, 3 to 6 hours per month.
Attend all Committee meetings (usually 1 every two months).




Role
	
Works with Chair to keep track of upcoming events and helps organize volunteers for each event.
Forwards description of events and program information to Publicity Chair in time to include in SPE-GCS newsletter and on website.
Gathers ideas for programs from Executive Committee and Study Group/Committee general membership.
Performs duties in accordance with the Mission Statement.
Represents Study Group/Committee in outside events in a responsible and professional manner.
Avoids perception of acting on behalf of special interests or for personal gain.




Responsibilities/Duties
	
Initiates correspondence with potential event coordinators.
Keeps log of topic ideas for future meetings. (includes keeping track of incoming event ideas from SPE-GCS board and those from the community that would like to have SPE-GCS participation at an event
Plans the core of the entire year’s programs early in year.
Coordinates with Chair and Treasurer to ensure everything is prepared for an event 1-2 weeks prior (including sponsorship/donations, volunteers, promotional items, etc.)
Work with volunteer chair to keep track of volunteers at each event (for those events the programs chair will not attend, provide the committee member who will attend with information to track volunteers that attend)




Preferred Prior Experiences
	
At least one year of experience with the Committee.
Technical experience in the oil and gas industry.




Preferred Skills/Proficiencies
	
Organization – Working as liaison between speakers and Arrangements Chair.
Oral Communication – Public speaking, introduction of speakers at programs.
Leadership – Motivates, uses interpersonal skills, is a pacesetter, has a likeable personality, and has strong judgment skills.
Time management – Preparation of programs in a timely fashion.  
Energetic – Tireless, self-starter, positive attitude, focused.
Temperament – Levelheaded, works well under pressure, takes criticism well, allows others to express different views, strong negotiation skills, patient.




[bookmark: _Toc156833665]
 
[bookmark: _Toc68945665][bookmark: _Toc69025392][bookmark: _Toc69026135][bookmark: _Toc156833668]MEMBERSHIP CHAIR – Position Profile

Key Position/Commitment
	
1 to 2-year commitment for position.
Requires: Computer access, 1 to 2 hours per week.
Attend all Committee meetings (usually 1 every two months).




Role
	
Keeps all membership records up to date and forwards the information to the Executive Committee members.
Performs duties in accordance with the Mission Statement.
Represents Study Group/Committee in outside events in a responsible and professional manner.
Avoids perception of acting on behalf of special interests or for personal gain.




Responsibilities/Duties
	
Coordinates efforts to retain existing members and recruit new members.
Keeps membership database updated.
Contacts potential members with information about the individual Committee as well as information about SPE-GCS.
Provides membership information to potential members at all Study Group/Committee functions. 
Works with YP Committee to organize volunteer recruitment events (for ex. Happy hour)




Preferred Prior Experiences
	
At least one year of experience with the Committee.
Technical experience in the oil and gas industry.




Preferred Skills/Proficiencies
	
Organization – To regularly update databases and communicate those changes.
Leadership – Motivates, uses interpersonal skills, is a pacesetter, has a likeable personality, and has strong judgment skills.
Energetic – Tireless, self-starter, positive attitude, focused.
Computer skills – Able to create and maintain membership database.




