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JOB DESCRIPTION

RECRUITMENT OF EXECUTIVE COMMITTEE,

TERTIARY DIVISION, HONG KONG INSTITUTE OF INVESTORS,

SESSION 2006-2007

The Tertiary Division of Hong Kong Institute of Investors (HKII-TD) is operated by a group of tertiary students taking different roles in the Executive Committee (EXCO). The job description of different positions is described as follows.

POSITION DESCRIPTION OF DUTIES
	Position
	Duties

	Internal Vice Chairperson


	· To coordinate the whole TD (cooperating with External Vice Chairperson) focusing on internal projects
· To act as a bridge between EXCO and Council

· To be responsible for internal discipline (coordinating with Internal

Secretary in monitoring attendance records)

· To assist the Board in the budgeting and financial controlling of TD

· To promote unity amongst EXCO through organizing internal gatherings

· To prepare and chair General Meetings (GM)

· To coordinate the Inauguration Ceremony

· To assist in the coordination of Supporting and Associated Societies

· To recruit, coordinate and manage Assistant Executives / Sub-committee when necessary

	External Vice Chairperson


	· To coordinate the whole TD (cooperating with Internal Vice Chairperson) focusing on external projects

· To act as a bridge between EXCO and Council

· To assist in internal discipline

· To chair the Organizing Committee of the Hong Kong Annual Megaevent for Investment (HKAMI), Session 2006 – 2007

· To coordinate the Supporting and Associated Societies Recruitment Project

· To prepare and chair General Meetings (GM) if Internal Vice Chairperson is Absent

· To prepare and chair Non-Executive Committee (NEC) Meetings

· To assist in the coordination of Inauguration Ceremony

· To coordinate the collection of membership database

	Internal Secretary 


	· To prepare minutes of General Meetings (GM)

· To keep all documents of TD including the agenda, minutes of all General Meetings

· To assist the Internal Vice Chairperson in monitoring the attendance records of all meetings and events of TD

· To assist the Internal Vice Chairperson in the budgeting and financial controlling of TD

	External Secretary


	· To prepare minutes of Non-Executive Committee(NEC) Meetings

· To prepare and keep the contact lists of Founding, Supporting & Associated Societies, sponsors and other public organizations, agreements with Founding, Supporting & Associated Societies, sponsors, and advertisers, etc

· To assist the External Vice Chairperson in monitoring the attendance records of all NEC Meetings

	Project Executives


	· Being the Person-In-Charge for one of the projects below :
1. Orientation Program

- To be the coordinator of the HKII-TD Orientation Program in our Founding & Supporting Societies

2. Firm visits

- To be the coordinator of the HKII-TD firm visits

- To organize several firm visits throughout the year

3. Seminar & Roadshow Program

- To organize several seminars throughout the year

- To coordinate the HKII Road Show in Founding, Supporting & Associated Societies
4. Survey investigating investors’ confidence

- To be the coordinator of the survey

5. Mentorship

- To organize the Mentorship Program for the members

6. Internship

- To coordinate the whole program

· To assist in organizing other activities of TD

	Editorial Executives 


	· To publish HKII Newsletters half-yearly, including designing the whole Newsletter, interviewing celebrities and firms, writing articles and analysis

· To collect articles from members, EXCO and Founding, Supporting & Associated Societies, etc.

· To ensure the smooth circulation of HKII Newsletters to members, government departments and commercial organizations

· To assist in organizing other activities of TD

	Promotion Executive
	· To design all promotion materials used in all events organized by HKII TD

· To set strategies for promoting the events of TDD
· To prepare and publish EXCO business cards
· To assist in organizing other activities of TD 

	Information Systems

Executive
	· To provide all necessary technical support to EXCO

· To continuously maintain, update and improve the HKIITD Website

· To maintain the TD email system, internal forum and FTP

· To ensure the effective electronic communication amongst EXCO

· To support the technical implementation of projects whenever necessary

· To redirect enquiry, complaints and comments from members to responsible persons

· To ensure the IT competence of EXCO by arranging training workshops when necessary

	External Affairs Executives


	· To build up a good public image

· To maintain a good relationship with Founding, Supporting and Associated Societies and other tertiary student organizations, through a contact-person mechanism; and explore new cooperation opportunities with them

· To maintain and update a contact database with all Founding, Supporting and Associated Societies and other tertiary student organizations

· To prepare Non-Executive Committee (NEC) Meetings, and

meetings with Associated Societies

· To act as a bridge between EXCO and NEC

· To organize Annual Dinner and Annual Gathering with NEC

· To assist the Seminar Team in coordinating the HKII Road Show in Founding, Supporting & Associated Societies

· To be the Organizing Committee of the Hong Kong Annual Megaevent for Investment (HKAMI), Session 2006 – 2007

	Marketing Executives 


	· To explore long-term cooperation opportunities with commercial corporations, e.g. sponsorship, welfare, scholarship, etc.

· To act as a bridge between EXCO and commercial corporations

· To mark sponsors for the Division and HKII

· To find welfare for all student & adult members

· To prepare and chair the Strategic Marketing Corporation(SMC) with

Founding, Supporting & Associated Societies

· To assist in organizing other activities of TD
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