
CCR FYI Steering Committee Summary of Sub-Committee Duties

Duties of CCR FYI Sub-Committee Members
A. Scientific Committee
Chair
The chair oversees the progress of the Seminar Series initiatives and administration and distribution of the Scientific Survey. This subcommittee is also responsible for communicating the results of the survey to CCR administration and trainees.  

Clinical Collaborations:  

Seminar Series:

PASS 

The Bethesda Presentation and Seminar Skills (PASS) series is scheduled to coincide with the availability of the presenters and Scott Morgan. Those involved in this sub-committee liaise with the presenters and Scott to find mutual availability, book the rooms and send monthly calls for the series. SC members should also be notified of when the practice sessions take place. 
NCI-Frederick 

NCI-Frederick Postdoc Seminar Series (FPSS): Members work closely with CCR Deputy Director Dr. Jeff Strathern and Linda Brubaker to organize and recruit speakers for this seminar series. Members are also responsible for advertising and moderating the bi-weekly seminar.

Survey: 

Scientific Survey: Members work together to analyze and revise the Annual Scientific Survey for distribution to fellows and presentation of results to the CCR Office of the Director at the Annual PI retreat. 

B. Bylaws Committee
Chair
1. Ensure that the SC as whole reviews the bylaws once a year. 
2. Make changes to the bylaws on behalf of the SC, after changes have been approved through voting. 
3. Be conversant in the bylaws to help facilitate questions regarding the running of the SC, such as voting and elections

C. Community Life 
Chair
Chair of the community life committee oversees the progress of the following subcommittees:

1. FelCom

2. NPA

3. Newsletter

4. Social

5. Website

6. Orientation

7. LinkedIn Group

Each of these groups has its own members who run it. The Chair has to make sure each of these subcommittees reports its updates for the monthly meetings, and to help if any members of these groups needs additional input.

Felcom Report 

Bethesda Rep
Duties include attendance at the monthly FELCOM meeting, and serving on one of the FELCOM subcommittees. The representative will prepare a summary of the items discussed at the meeting and then report on them to the SC at our monthly meetings. 
Frederick Rep
Responsibilities include attending the monthly FELCOM meetings held on the first Thursday of the month which can be videoconference from the Bethesda meeting. This person is responsible for arranging with the NCI-Frederick staff to schedule a videoconference each month for the meeting. As a Liaison, one must write a monthly report of the postdoc activities in Frederick and report them to FELCOM. Additionally, this person is responsible for relaying communications from FELCOM to NCI-Frederick postdocs. Also, you will help with arranging activities in Frederick such as postdoc appreciation week. The NCI-Frederick Liaison to FELCOM must also serve one subcommittee in FELCOM.

National Postdoc Association Rep 
The NAP liaison represents CCR fellows during the annual NPA meeting. All expenses associated with this meeting are paid for by Dr Wiest’s office. After the meeting, the NPA liaison should send out a summary of the meeting to the entire CCR postdoc community to keep them updated with issues and developments pertaining to postdocs.

Also, the NPA liaison should volunteer on one of the four NPA committees. These committees meet every month, and the meetings are held via teleconferencing.

Committees are:

1. Advocacy

Addresses all advocacy and policy issues relating to and affecting the postdoctoral community (includes but not limited to general policy, diversity, and international postdoc issues).

2. Outreach

Promotes the mission, values, goals, and business objectives of the NPA.

3. Meeting

Plans and organizes the NPA Annual Meeting as well as regional meetings and seminars.

4. Resource development

Develops of tools and resources for the postdoctoral community (website and POSTDOCket)

A previous rep has served as a volunteer on the Outreach committee. In this capacity, they helped the Outreach committee with several initiatives including developing a strategy to reach out to industry potsdocs, the creation of the National Postdoc Appreciation day and week, and the passage of resolution H.Res 1545, which officially recognizes National Postdoc Appreciation Week

The NPA liaison should also send out announcements to the entire CCR postdoc community about any updates that are relevant to CCR postdocs.

NPA (NCI-Frederick): We are responsible for organizing and advertising NPA events in Frederick such as National Postdoc Appreciation Week.

Newsletter: 

As a member/editor of the Newsletter, the duties/responsibilities include:

- assigning articles, writing articles, determining content, layout, proofreading and editing the document

- making document Section 508 compliant

- document distribution through listservs

- goal is to have 3-4 issues per year

Social
The Social sub-committee duties include planning, organizing and executing Social events that are open to all the NIH Fellows but keeping in mind the interests (location proximity) of the Research fellows at the Frederick Campus, as this campus is often excluded from other Social events, primarily due to the satellite location. 

Website/Email/Wiki

Develop and maintain CCR-FYI website and wiki pages. Contact all other Sub-Committee chairs, appropriate members of the administration and any other persons deemed appropriate to obtain a brief account of activities, campus developments and issues to appear on the website. Moderate the NCICCRFYI mailbox. Respond to the inquiries or redirect the emails to appropriate parties.

Orientation: 
Bethesda
Assist the Office of Training and Education with new employee orientations to introduce CCR-FYI to the in-coming fellows and other trainees.

Frederick 
Responsible for organizing Frederick members of the SC to attend and assist at the monthly CCR OTE fellows orientation. We are responsible for updating and maintaining any materials that are distributed at these meetings.

CCR-FYI LinkedIn group
Networking is the 21st century ‘buzz word’. Career seminars and workshops constantly stress the benefits of networking. Alumni of the NCI are all over the country and globe and represent an unmatched source for networking. Building a network on LinkedIn that connects current and past NCI postdocs is extremely beneficial:

1. The NCI can keep an updated database of alumni and know where they are and what they are doing.
2. Current graduate students and postdocs will have a huge network to tap into in case they have questions regarding future careers
3. Prospective graduate students and postdocs will feel more comfortable in joining the NCI knowing that they will be part of a great network. The office can even use the network as a marketing strategy.

Such a network will be used for professional purposes only. Building it requires a lot of work, and I want to make it a mission for the Community Life subcommittee.

In this capacity, the moderator of this group should encourage members of the group to post news or articles that are relevant to the CCR postdoc community, use this group to disseminate info that could be useful to CCR postdocs, and reach out to HR departments to post their jobs openings.

Graduate Student Representative:

· Act as a liaison between the larger NIH graduate student community and FYI SC through monthly attendance of the NIH Graduate Student Council meetings

· Ensure unique needs of the CCR graduate student population are conveyed to, and addressed by the FYI SC

· Create and maintain communication with all graduate students in CCR related to the activities of FYI (i.e. ensuring listserv reaches all graduate students)

Postbac Subcommittee:
The members of this committee will be involved in the Retreat planning to ensure that at least one session is devoted to them. They will also work with Mary and Jeff on the CCR specific post bac listserv. Moreover, members of this committee will work to plan seminars/sessions of relevance to postbacs in CCR
D. Retreat Subcommittee: (Geraldine)
Chair of Retreat Subcommittee:  
Point person for the organization of a 3 day off-site meeting for CCR trainees. 
In charge of delegation of jobs and management of people. 
Specific jobs include:
    Selecting and inviting Keynote speakers, 
    Judging abstracts and selection of oral presenters,  
    Coordination of efforts to select Outstanding Fellow Speaker 
    Preparing judging folders for retreat. 
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