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Section Volunteer Position Description 
General Description 
Coordinate the section’s job placement program to facilitate access to professional opportunities for your section members and assist area companies with recruiting quality professionals.  

Term 
One year. July 1 to June 30. 

Specific Duties and Responsibilities 

Search Career and Job Sites for Quality Related positions that occur 
                      in the Sacramento area.


Communicate with local employers and placement firms to 
                      determine if they have open positions.


Select placement opportunities that would be attractive to our 
                      membership.


Import the position description and format this for presentation on our 
                       web.


Identify the positions with a unique number and record that on the 
                      Placement Log.


On a weekly basis send new position descriptions to the Section
                      Web Master for posting on the Placement Page.


Review Web listings monthly and remove positions that have either
                      been filled or have expired.

Provide a hard copy of the web page listings at the monthly Section
                      meeting.


Report to the Board monthly on the number of new positions posted.


Report to the Board annually on the number of positions posted 
                      during the fiscal year.

Qualifications 

Must be an ASQ member in good standing. 


Should possess excellent people skills. 

Time Commitment 
Approximately 2 – 3 hours per month (outside of section and executive committee meetings). 

Related Documents 

ASQ Career Services http://www.asqnet.org/members/careers/index.html 


ASQ unemployment program (dues relief) 

https://secure.asq.org/indl_renewal_unemployed.html 
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