VOLUNTEER OPPORTUNITIES BULLETIN BOARD
K & C Position Description Form 

Date of Completion:       




SECTOR INFORMATION
Requesting sector/unit:  Knowledge and Community 
POSITION INFORMATION
Position Title: (please select one, and complete a separate form per position):  

	 FORMCHECKBOX 

	Chair
	 FORMCHECKBOX 

	Member-at-Large

	 FORMCHECKBOX 

	Co-Chair 
	 FORMCHECKBOX 

	Past Chair

	 FORMCHECKBOX 

	COP Facilitator 
	 FORMCHECKBOX 

	Secretary

	 FORMCHECKBOX 

	Editor
	 FORMCHECKBOX 

	Trainer

	 FORMCHECKBOX 

	Incoming Member
	 FORMCHECKBOX 

	Treasurer

	 FORMCHECKBOX 

	Leader
	 FORMCHECKBOX 

	Vice Chair

	 FORMCHECKBOX 

	Liaison/ Representative
	 FORMCHECKBOX 

	Vice President

	 FORMCHECKBOX 

	Member
	 FORMCHECKBOX 

	Webmaster

	Other (please describe):       


Committee Title: (please select one):

	 FORMCHECKBOX 

	Affinity Communities Board
	 FORMCHECKBOX 

	Affinity Group:      

	 FORMCHECKBOX 
 
	Center for Research and Technology Development
	 FORMCHECKBOX 

	Division:       

	 FORMCHECKBOX 
 
	Financial Operations Board
	 FORMCHECKBOX 

	Global Communities Board

	 FORMCHECKBOX 

	Information and Communications Committee
	 FORMCHECKBOX 

	K & C Board

	 FORMCHECKBOX 
 
	Programs and Activities Board
	 FORMCHECKBOX 

	Publications Committee

	 FORMCHECKBOX 
 
	Representation and Governance Committee
	 FORMCHECKBOX 

	Section:      

	 FORMCHECKBOX 
 
	Student Section Committee
	 FORMCHECKBOX 

	Technical Communities Board

	Other /Ad Hoc  (please describe):      


Term of Position 
Start date:
     

End date:
      

Description of the job and the kind(s) of work involved: 
     
CONTACT INFORMATION
Requestor Contact Information

	First Name:
	     

	Last Name: 
	     

	E-mail: 
	     

	Phone:  
	     

	Fax: 
	     


    
Please indicate whether ASME Staff  FORMCHECKBOX 
 or Volunteer  FORMCHECKBOX 
  

Requestor ASME leadership role/title:       
POSITION DETAILS
Preferred skills/qualifications/experience:      
How will the work be conducted? 
Please select all that apply and provide any additional pertinent details. 

 FORMCHECKBOX 

Virtual (teleconference and web conference)

 FORMCHECKBOX 

E-mail

 FORMCHECKBOX 

Face to face meetings (travel required)     

 FORMCHECKBOX 

All of the above

Additional details on conduct of work:      
Time Commitment Required 
(hours of work and/or frequency of meetings, and whether this is weekly, monthly, annually, seasonal, ongoing, time limited, or any combination thereof). 

	Hours of Work:
	     
	 FORMCHECKBOX 
Weekly 
	 FORMCHECKBOX 
Monthly
	 FORMCHECKBOX 
Annually 
	 FORMCHECKBOX 
Seasonal  
	 FORMCHECKBOX 
On-Going

	Number of Meetings:
	     
	 FORMCHECKBOX 
Weekly   
	 FORMCHECKBOX 
Monthly
	 FORMCHECKBOX 
Annually   
	 FORMCHECKBOX 
Seasonal    
	 FORMCHECKBOX 
On-Going

	Number of Teleconferences:
	     
	 FORMCHECKBOX 
Weekly  
	 FORMCHECKBOX 
Monthly 
	 FORMCHECKBOX 
Annually 
	 FORMCHECKBOX 
Seasonal  
	 FORMCHECKBOX 
On-Going


Required Prerequisites/prior ASME service requirement?  Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
   
If yes, please describe:      
Training/mentoring/resources to be provided by unit: Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
   
If so, please describe:       
Is ASME membership required? Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
   

Is there a budget for this position?  Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 

Is there funding for volunteer travel?  Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 

Web site for further information:      
Position posting end date:      
Ongoing position posting  FORMCHECKBOX 
 
(If so, ongoing postings will be reviewed six months from submission)

VOBB ADMINISTRATIVE INFORMATION
End date for position posting:       
(for ongoing positions, please use an end date of six months from the posting date)
(NOTE TO THE POSITION POSTER: The posting will be automatically removed from the VOBB web site at this end date or when the position is filled, whichever comes first.  For ongoing open positions, the information will be reviewed every six months in order to be continued to ensure that contact and position information remain current.  When your position is filled, please send an e-mail to Ty Booker (bookert@asme.org) noting whom you’ve selected. In order to continuously improve this service you will receive a request to provide feedback on your VOBB experience.)
------------------------------------------------------------------------------------------------------------------------------
VOBB-only Administrative Actions for Job Descriptions:

Assign ID#:      
Approve Job Posting:  
	 FORMCHECKBOX 

	Yes 
If yes, send email to job poster, set status to “submitted,” and post to VOBB site

	 FORMCHECKBOX 

	No 
If no, send email to job poster with reasons for rejection and requested action (edit and resubmit or delete), and set status to “rejected”


Set Job Status:

	 FORMCHECKBOX 

	Submitted

	 FORMCHECKBOX 

	Rejected 

	 FORMCHECKBOX 

	Filled 

	 FORMCHECKBOX 

	Expired

	 FORMCHECKBOX 

	Closed








1

