
SOCIETY OF PETROLEUM ENGINEERS

Job Description

Job Title: 


MS- Young Member Programs Manager
Reports To: 


Senior Manager, Membership
SUMMARY 

Responsible for the planning and implementation of student programs and activities as well as the development and coordination of initiatives for young professionals. Participates in global young professional workshop planning and implementation. Responsible for budget planning and financial review for assigned programs. Supervises and trains assigned support personnel.
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned.

· Develops programs targeting students and/or young professionals and coordinates initiatives with other offices.

· Develops and maintains relationships with the global young members through in-person visits, teleconferences and email.

· Serves as a resource for university students, student chapters, Young Professionals and Young Professional committees.

· Serves as liaison to relevant committees including the Young Professional Coordinating Committee, the Student Development Committee, the Gus Archie Committee, the van Wingen Committee and the Henry deWitt Smith Committee.

· Manages the Ambassador Lecture Program.
· Manages the Young Professional Paper Contest
· Manages the Young Professional Video Library 
· Manages the Emerging Leaders Alliance partnership and assists with the implementation of their annual event.

· Manages the Outstanding Section Young Professional Committee Award.

· Develops and assists with organization of student activities for ATCE.

· Provides overall supervision for regional student paper/presentation contests and the international student paper contest.
· Supervises collection of student chapter annual reports, disbursement of the support for technical development program funds and coordination of the Outstanding Student Chapter and Gold Standard Award contest.

· Supervises collection of Gus Archie Memorial Scholarship applications.

· Supervises collection of van Wingen Fellowship applications and facilitates selection of winners by the van Wingen Committee.
· Supervises collection of Henry deWitt Smith Fellowship applications and facilitates selection of winners by the Henry deWitt Smith committee. 

· Serves as a content expert on Young Professional workshops and events.

· Maintains the Young Professional Network (online community).
· Identifies potential locations of new student chapters and Section Young Professional committees.

· Provides content for the student eUpdate, Young Professional eUpdate, SPE RSS news feed and the Young Member pages of SPE.org.

· Participates on inter-department teams.

· Works on special projects as assigned.

QUALIFICATION REQUIREMENTS  

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE 

Bachelor's degree and sufficient related experience in non-profit project management or program development. Supervisory experience required. Experience working with diverse cultures a plus.
LANGUAGE SKILLS 

Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations. Ability to write reports, business correspondence, and procedure manuals. Ability to effectively present information and respond to questions from groups of managers, clients, customers, and the general public.

MATHEMATICAL SKILLS 

Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, percentages, area, circumference, and volume. Ability to apply concepts of basic algebra and geometry.

REASONING ABILITY 

Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.

OTHER SKILLS AND ABILITIES 
· MS Word and MS PowerPoint experience
· Excel experience
· Self motivated and able to multi-task
· Ability to communicate and interact at all levels
· Excellent oral and written communication skills
· Strong planning and organizational skills
· Ability to perform with minimal supervision
REPORTING PROCEDURES

The employee will report directly to the Senior Manager, Member Services for vacation, sick leave and other authorized absences from the office. Salary review will be conducted by the Senior Manager, Member Services and approved by the SPE Executive Director.
