


SOT Food Safety Specialty Section (FS3) 2019
Executive Committee Officer Roles and Responsibilities
[Updated May 2019]
President (1-year term): 
· Presides at all meetings of the Specialty Section and of the Executive Committee. 
· Initiates, schedules conference calls and Executive Committee meetings. 
· [bookmark: _GoBack]Represents FS3 in meetings of Specialty Sections Presidents/Vice Presidents, including the SOT annual meeting and occasional conference calls. 
· Responsible for communications from SOT to Executive Committee and/or general membership. 
· Writes articles/messages, as needed, for the Communiqué, FS3 newsletters, or general submission to membership. 
· Prepares the President’s Message for inclusion in the annual/biannual FS3 newsletter. Distributes the annual/biannual newsletter to the FS3.
· Coordinates planning and presides over annual reception. Reserves venue, orders food and drinks.
· Oversees recognition of outgoing officers. 
· Authorizes SOT issuance of checks from FS3 account ordered by treasurer for awards and reimbursement of FS3 expenses.
· Reviews and updates bylaws based on inputs from all FS3 officers.
· Provides advice and support for the VP, shares insight and experience.

Vice President (1-year term): 
· Participates in meetings of Specialty Section, including the SOT annual meeting and occasional conference calls. Serves in capacity of President, when necessary. 
· Serves as Chairperson of the Program Committee (per Bylaws).
· Sends a request for proposals requesting members to submit proposals focused on food safety (March end) to FS3.
· Coordinates, directs, and contributes to the informal and formal reviews of annual meeting session proposals submitted to FS3 for endorsement, as well as submits the final rankings and supporting documentation to SOT Program Committee via online system.
· Organizes and reserves the venue for FS3 officers’ breakfast at SOT Annual Meeting. 
· Contributes to the FS3 newsletter. Writes articles/messages, as needed, for the Communiqué, FS3 newsletters, or general submission to membership. 
· Serves as a mentor for VP-elect, provides advice and support, shares insight and experience.

Vice President-Elect (1-year term): 
· Develops and submits proposal to receive matching funds from CRAD for mentoring event (starts developing proposal in August with guidance from VP; proposals due mid-October).
· Organizes and hosts the FS3 mentoring event at the SOT annual meeting (planning starts in October).
· Reaches out to other Specialty Sections to explore the potential of collaborating on hosting mentoring event (August 2019).
· Reserves venue, AV, and food for the mentoring event through SOT and works with SOT to get FS3 mentoring event on SOT program (planning starts October 2019).
· Revises and distributes documents outlining duties and responsibilities of officers (May end).
· Communicates the time and place of each Executive Committee meeting (at least two weeks before each meeting).
· Reviews submissions to the Program Committee.
· Works with the Senior Councilor to order a plaque for outgoing President and presents it at FS3 reception at SOT Annual Meeting. 

Immediate Past President (1-year term): 
· Participates in meetings of Specialty Section, including the SOT annual meeting and occasional conference calls. 
· Provides advice and support for the President and the Executive Committee, shares insight and experience. 
· Prepares the annual report for the term they were president. Shares a draft with FS3 officers for review and incorporates comments before the final submission.
· Serves as the Chair of the Nominating/Election Committee.
· Sends out call for nomination in early December, complies all the nominations/bio sketches and submits ballot to SOT for distribution and voting by first week of January.
· Compiles results from voting, informs all the incoming officers and invites them to FS3 officers’ breakfast and FS3 reception at SOT Annual Meeting.
· Contributes to the FS3 newsletter. 
· Reviews submissions to the Program Committee. 
Secretary/Treasurer (2-year term): 
· Develops plans for reception and for Executive Committee meeting at SOT annual meeting (submits food, poster board, and AV requirements, prepares agendas, orders awards/plaques, etc.) in conjunction with the President. 
· Fiduciary responsibilities for all monies. 
· Authorizes disbursements (requires President’s oversight).
· Orders checks for awards from SOT in conjunction with the President. 
· Records minutes of all meetings (specialty section and executive committee). 
Senior Councilors (2nd year of 2-year term): 
Senior Councilor#1:
· Sends a reminder to the FS3 membership regarding FS3 awards in December.
· Leads the review and selection of recipient of the Frank C Lu Award presented at the annual meeting. Notifies the FS3 Executive Committee of the winner and then notifies the winner.
· Ensures that a plaque (or certificate) is issued for the all FS3 award recipients and outgoing president (immediate past president).
· Notifies President and Secretary/Treasurer of any checks needed for FS3 awards.
· Presents the Frank Lu award at the FS3 reception (SOT annual meeting).
· Follow-up with the donors who have already contributed and request them to continue donating.
· Spearheads recruitment initiatives to identify potential donors for the section.
· Raises funds for FS3; solicits donations for awards; responsible for communication with potential sponsoring entities.
· Serves as a mentor for junior councilor, provides advice and support, shares insight and experience.
 
Senior Councilor#2:
 
· Leads the review and selection of recipient for the early career scientist award presented at the annual meeting. Notifies the FS3 Executive Committee of the winners and notifies the winner.
· Notifies the other Senior Councilor of the winner of Early Career Scientist award to ensure that a plaque (or certificate) is issued for the Early Career Scientist award recipient.
· Presents the Early Career Scientist award at the FS3 reception (SOT annual meeting).
· Spearheads the development of webinars focused on food safety topics throughout the year. Establishes a team to assist with this task.
· Initiates and leads activities that help recruit and retain FS3 membership.
· Establishes appropriate links to other organizations/sections as needed, such as other Specialty Sections, Special Interest Groups, academic, or not for profit organizations. Communicates topics of interest to section leaders.
· Serves as a mentor for Junior Councilor, provides advice and support, shares insight and experience.
Junior Councilors (1st year of 2-year term): 
· Website: Periodically reviews FS3 web page to keep it current. Reviews SOT guidelines for SS webpages to ensure compliance. Serves as FS3 website and Toxchange liaison with SOT HQ. 
· Newsletter: Compiles and develops the annual/biannual newsletter. Establishes a team to assist with this task. 
· Reaches out to chairs/co-chairs of the sessions, CE courses, roundtables etc. endorsed by FS3 to draft a session summary for the FS3 newsletter (March end).
· Supports the development of FS3 webinars.
· Facilitates the senior councilors in student and early career award selection.  
Post-doctoral Representative (2-year term): 
· Represents post-doctoral interests to FS3 and provides FS3 information to post-doctoral members. 
· Assists VP-Elect to organize and host the mentoring event at the SOT annual meeting. 
· Actively recruits new post-doctoral members into FS3. 
· Participates in Post-doctoral Assembly on behalf of FS3. 
· Attends FS3 Executive Committee meetings and participates in teleconferences. 
· Contributes to the FS3 newsletter as requested. 
· Coordinates FS3 representation/participation at annual student/post-doctoral reception at SOT and acts as FS3 liaison at reception. 
· Supports the development of FS3 webinars.
Graduate Student (Senior) Representative (2nd of 2-year term): 
· Develops the poster for the SOT annual meeting. 
· Assists VP-Elect to organize and host the FS3 mentoring event at the annual meeting 
· Represents graduate student interests to FS3 and provides FS3 information to graduate students. 
· Actively recruits new graduate student members into FS3 and encourages former student members of FS3 to continue their membership at the post-doctoral or associated level. 
· Participates in the SOT Graduate Student Leadership Committee (GSLC). 
· Attends FS3 Executive Committee meetings and participates in teleconferences 
· Contributes to the FS3 newsletter as requested. 
· Coordinates FS3 representation/participation at annual student/post-doctoral reception at SOT and acts as FS3 liaison at reception.
· Serves as a mentor for junior graduate student representative, provides advice and support, shares insight and experience.
Graduate Student (Junior) Representative (1st of 2-year term): 
· Contributes to the poster for the annual meeting reception. 
· Assists VP-Elect to organize and host the mentee and mentor event at the annual meeting. 
· Represents graduate student interests to FS3 and provides FS3 information to graduate students. 
· Actively recruits new graduate student members into FS3 and encourages former student members of FS3 to continue their membership at the post-doctoral or associated level. 
· Attends FS3 Executive Committee meetings and participates in teleconferences. 
· Contributes to the FS3 newsletter as requested. 
· Contributes in the development of presentation for FS3 reception.
· Facilitate other FS3 activities on a volunteer basis. 
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