General Responsibilities of the PGWISE Executive Board

1. The term of office of members of the Executive Board shall be one year, beginning on May 1 of the year in which they are elected and ending one year thereafter.

2. The Executive Board shall meet monthly.

3. Attendance at Executive Board meetings is mandatory for all of its members.

Therefore, the meetings shall be scheduled at a time convenient to all members.

4. At the discretion of the Executive Board members, each position may be modified.
Chair

1. The Executive Board shall include a Chair who shall be present at all meetings.

2. The Chair, in conjunction with the Executive Board, shall devise each meeting agenda and moderate the meeting.

3. The Chair shall be the primary PGWISE representative.

4. The Chair, in conjunction with the Executive Board, shall devise and implement annual goals and strategies for fulfilling the PGWISE mission.

5. The Chair shall organize events to motivate and empower students in support of all PGWISE initiatives.

6. The Chair shall delegate such responsibilities as appropriate to other members

of the Executive Board.

Vice Chair for Communications

1. The Executive Board shall include a Vice Chair for Communications who shall record the minutes of all PGWISE meetings and report those minutes as soon as possible.
2. The Vice Chair for Communications shall manage the PGWISE website and LinkedIn group, and monitor, screen, and disseminate all PGWISE e-mail communications.

3. The Vice Chair for Communications shall maintain current information on the PGWISE members, including current contact information for all members.

4. The Vice Chair for Communications shall devise, monitor, and implement PGWISE advertising, public relations, and communications initiatives between students, schools and departments, and academic and administrative departments.
5. The Vice Chair for Communications shall coordinate all room reservations for all Executive Board meetings.
6. The Vice Chair for Communications shall maintain contact database on Engineering and Science Graduate UPenn alumni.
Vice Chair for Finance

1. The Executive Board shall include a Vice Chair who shall be responsible for all budget issues. The Vice Chair for Finance shall maintain accurate and current financial reports and records.

2. The Vice Chair for Finance shall budget, apply for, and monitor funds dispersed under the auspices of GISAC in accordance with established GISAC policy as well as other funding sources.
3. The Vice Chair for Finance shall assist Executive Board members obtain reimbursement of expenses for PGWISE activities.

4. The Vice Chair for Finance shall be the liaison between PGWISE and the Office of Student Life and appropriate business administrators.

Vice Chair for Policy and Advocacy
1. The Executive Board shall include a Vice Chair for Policy and Advocacy who

shall monitor federal, state, local, and University policies of concern to graduate women in science and engineering.
2. The Vice Chair for Policy and Advocacy shall pursue policy issues as directed by the Executive Board and bring to its attention initiatives that are of importance.

3. The Vice Chair for Policy and Advocacy shall represent PGWISE in external committees such as GAPSA’s Pluralism Council and serve as the liaison between PGWISE and University resource centers including the Graduate Student Center and Penn Women’s Center.
4. The Vice Chair for Policy and Advocacy shall plan and implement programs that pursue policy issues that are of importance and in accord with PGWISE initiatives.  
Vice Chair for Academic Affairs and Career Development

1. The PGWISE Executive Board shall include a Vice Chair for Academic Affairs and Career Development.

2.  The Vice Chair for Academic Affairs and Career Development shall participate in all meetings relevant to academic programming (talks/symposia), advising, and career development, and serves as liaison with University officials and resources such as Penn Career Services.
3. The Vice Chair for Academic Affairs and Career Development shall take initiative in establishing academic (talks/symposia) and career development programming for PGWISE members and the University community.
4. The Vice Chair for Academic Affairs and Career Development shall organize the annual PGWISE Student Alumni Luncheon held in the spring of each year. 
Vice Chair for Social Activities

1. The Executive Board shall include a Vice Chair for Social Activities.

2. The Vice Chair for Social Activities shall participate in all meetings between PGWISE and University officials that are relevant to social events, recruiting, and orientation.

3. The Vice Chair for Social Activities shall take initiative in establishing programs to strengthen social bonds between PGWISE members or between PGWISE members and the University community.
Member-at-Large
1. The Executive Board shall include one or more Members-at-Large.
2. The Member-at-Large helps the Executive Board in general by bringing expertise and perspective.

3. The Member-at-Large assists the Executive Board members as needed.

