
President: 
 Preside over all official meetings, both general body and executive board meetings 

 Serve as spokesperson for University of Utah SWE 

 Responsible for completing four quarterly reports per fiscal year 

 Manage the SWE Gmail account 

 Oversee all committees and officers, specifically advising the Social Media Director and 

the Department Representatives. 

 Responsible for keeping section in good standing by submitting section 

reports/documents and participating in regional conference calls. 

 

Treasurer:  

 Manage the finances of the University of Utah SWE section in conjunction with the SWE 

counselor 

 Serve as a liaison between the University of Utah SWE Section and ASUU’s General 

Assembly for funding issues 

 Oversee both the Vice President of Professional Development and Vice President of 

Corporate Affairs in planning and seeing through with activities. 

 Submit Treasurer's Report to the National SWE headquarters at the end of the fiscal year 

 Complete other responsibilities as delegated by the President 

 

Secretary:  

 Take meeting minutes at all executive officer meetings based on agendas received from 

the President 

 Fill in for President when the President in unable to attend 

 Send meeting minutes to all executive officers within 2 days of meetings 

 Oversee the Vice President of Social and Vice President of Outreach 

 Collect event forms after each event held by all SWE committees 

 Create and maintain SWE calendar 

 Complete other responsibilities as delegated by the President 

 

 

 

 

 

Vice President of Outreach 
 Create and oversee a committee of members to initiate and help plan events. 

 Organize primary events including “Girl Scout Night” and “Day in the Life”, as well as 

engineering modules at local schools. 

 Log and submit all volunteer hours for SWEeter futures 

 Complete other responsibilities as delegated by the Secretary. 

Vice President of Professional Development 
 Create and oversee a committee of members to initiate and help plan events. 

 Organize primary events including “Evening with Industry”, company tours, mock 

interviews or other events related to professional development of students. 

 Complete other responsibilities as delegated by the Treasurer. 



Vice President of Social Activities 
 Create and oversee a committee of members to initiate and help plan events. 

 Plan monthly social activities in conjunction with general member meetings 

 Complete other responsibilities as delegated by the Secretary. 

Vice President of External Affairs 

 Create and oversee a committee of members to initiate and help plan events. 

 Maintain list of company or other external/internal contacts 

 Solicit donations from local engineering companies including the regulation of the 

sponsorship packet 

 Plan and Initiate alternative fundraising events 

 Complete other responsibilities as delegated by the Treasurer. 

 

Nonelected Positions 
 

Social Media Director 
 Manage all updates and postings to the SWE blog and Facebook 

 Create and organize the posting of fliers for all events as requested 

 Complete other responsibilities as delegated by the President. 

 

Department Representatives (One for each department within College of 

Engineering) 

 Create points of contact in individuals department in advisors or other faculty. 

 Send fliers, event information and opportunities for students to point of contact 

 Complete other responsibilities as delegated by the President 

 Make public announcements within classes and graduate seminars pertaining to SWE 

events.  

 


