
 

 

AMERICAN INSTITUTE OF CHEMICAL ENGINEERS 

NATIONAL UNIVERSITY OF SINGAPORE 

STUDENT CHAPTER 

1 

 

Leadership Positions for the AIChE NUS Student Chapter 

2nd Executive Committee (AY2015/2016) 
 

 

Positions Available: 

 

1) Marketing & External Liaison Team:  

 1  President 

 2  Vice-Presidents 

 1  Treasurer 

 1  Secretary 

 

2) Event Execution Team:  

 1  Student Mentorship Program Director 

 1  Industry 7-Series Director 

 

3) Publicity and Recruitment Team:  

 1  Director 

 1  Vice-Director 

 

 

President 
 

Description: 

1. Provide leadership and oversee the running of the Student Chapter to ensure that its 

objectives are fulfilled and upheld. 

2. Preside at all Executive Committee meetings and the AGM. 

3. Represent the Committee and the Student Chapter in any events or functions 

organised by affiliated and partner organisations. 

4. Be a signatory of the Student Chapter’s financial accounts. 

 

Qualities for the leadership position: 

1. Strong leadership skills. 

2. Excellent communication and presentation skills. 

3. Good problem solving and analytical skills. 

4. Good planning and organizational skills. 

5. Responsiveness and resourcefulness. 

6. Good team management skills. 
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Vice-President (Overseas Liaison) 
 

Description: 

1. Liaise with other Student Chapters, hold regular conferences with Executive 

Committees of other Student Chapters. 

2. Facilitate in planning and organizing events. 

3. Be a mentor for other members of the Executive Committee. 

4. Assist the President in the running of the Student Chapter. 

 

Qualities for the leadership position: 

1. Ability to develop and successfully execute short term and long term plans.   

2. Strong analytical, business and leadership skills.   

3. Ability to work effectively with other members to achieve optimum results.   

4. Public speaking/Presentation skills preferred. 

5. Efficient and detail-oriented. 

6. Sociable, have the ability to connect easily with others. 

 

 

Vice-President (Marketing/Sponsorship) 
 

Description: 

1. Solicit corporate sponsorships and forge strategic partnerships with industries.  

2. Liaise with the Department frequently, represent student interests as well as assist 

the Department in organizing any events or conduct a census, etc., if need be.  

3. Maintain warm relations with other student bodies in NUS.  

4. Be a mentor for other members of the Executive Committee. 

5. Assist the President in the running of the Student Chapter. 

 

Qualities for the leadership position: 

1. Cognizant of industrial demands and diversity in engineering education of different 

universities (minimally a summer internship or working experience preferred). 

2. Good time management skills and able to conceptualize ideas and events. 

3. Good planning and organizational skills. 

4. A heart for student empowerment. 
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Treasurer 
 

Description: 

1. Manage the Student Chapter’s financial accounts. 

2. Maintain financial documents, propose and draft budgets for events purchases. 

3. Liaise with the treasurer of the AIChE Singapore Local Section, Department and 

companies regarding sponsorships and finances. 

4. Maintain record-keeping, monitor the finances and advise the Executive Committee 

on issues pertaining to finance.  

5. Present reports on the Student Chapter’s financial position and prepare accounts for 

audits, when necessary. 

6. Safekeeping of all collected money. 

 

Qualities for the leadership position: 

1. Meticulous and detail oriented. 

2. Responsible and comfortable with handling finances. 

3. Proficient in Excel. 

 

 

Secretary 
 

Description: 

1. Plan and organise periodic Executive Committee meetings. 

2. Compile meeting minutes for all meetings. 

3. Liaise with the Department and AIChE Singapore Local Section. 

4. Write and disseminate mass emails to the NUS AIChE student members and/or all 

chemical engineering students. 

 

Qualities for the leadership position: 

1. Meticulous in all secretarial roles. 

2. Proficient in English. 

3. Able to communicate well with all relevant parties through written and oral form. 

4. Good time management and able to work under pressure. 
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Student Mentorship Program Director 
 

Description: 

1. Take ownership of the Student Chapter’s Student Mentorship Programme. 

2. Publicize the program to all NUS Chemical Engineering students and alumni. 

3. Recruit for committee members and group leaders. 

4. Create the mentorship groups, brief the group leaders and facilitate the group leaders 

on establishing the group meetings. 

5. Liaise with alumni to be involved in the group meetings. 

6. Organise social events for students. 

 

Qualities for the leadership position: 

1. Ability to develop and successfully execute short term and long term plans.   

2. Sociable, have the ability to connect easily with others. 

3. High level of initiative, able to work in a team. 

4. Self-organised and methodical. 

5. Creative to come up with interesting events. 

 

 

Industry 7-Series Director 
 

Description: 

1. Take ownership of the Student Chapter’s Industry 7-Series event.  

2. Recruit for committee members. 

3. Work closely with the Vice-President (Marketing/Sponsorship) and liaise with industry 

companies for site visits and talks. 

4. Identify missing elements in the NUS Chemical Engineering experience and match 

these to industry needs. 

5. Coordinate catering services for the Student Chapter’s events with external catering 

companies. 

 

Qualities for the leadership position: 

1. Good interpersonal skills. 

2. High level of initiative, able to work in a team. 

3. Adaptability, innovation, integrity and professional maturity. 
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Publicity and Recruitment Director/Vice-Director: 
 

Description: 

1. Take ownership of publicity efforts for the Student Chapter via its Facebook group, 

email, and website. 

2. Conduct lecture presentations and design publicity posters.  

3. Promote the Student Chapter and encourage students to sign up for an AIChE 

student membership. 

4. Assist students on queries regarding AIChE.  

5. The Vice-Director to assist the Director. 

 

Qualities for the leadership position: 

1. Intermediate proficiency in social media usage, especially Facebook, LinkedIn, 

WordPress. 

2. Intermediate proficiency in English Language. 

3. Basic proficiency in Adobe Photoshop. 

4. Creative with words and taglines for publicity collaterals. 

5. Team player and capable of independent efforts. 

6. Preference for HTML proficiency. 

7. Past experience in publicity or marketing. 

8. High level of initiative, able to work independently. 

9. Self-organised and methodical. 

 

 

 


