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The volunteer employment manager is responsible for the following tasks as the need arises: 

· Receive and handle all incoming email sent to employment@stc-berkeley.org. This includes:

· Sending out employment notices to the email jobs list.

· Following up with employers, recruiters and job-seekers who have questions about the chapter’s employment services.

· Work with chapter officers to determine policies related to the chapter’s employment services. 

· Work with the webmaster to update the chapter website’s Jobs Resources page as policies change or new information becomes available.

· Work on other employment services-related projects, such as letter/email/telephone campaigns, as deemed necessary by the chapter officers.

· Attend monthly chapter board meetings to update officers on employment-related happenings.

