
President responsibilities: 

1. Be the chief Executive Officer of the chapter. 

2. Chair and set the agenda for executive meetings and preside at all meetings of the chapter. 

3. Have the general and active management of the affairs of the chapter. 

4. Be the public face of the chapter and speak on behalf of the chapter. 

5. Supervise other Members of the Executive and ensure that they are performing their duties in a 

satisfactory manner. 

6. See that all orders and resolutions of the CBS board of directors are carried into effect. 

7. Correspond with the CBS board of directors and report the Chapter’s activities to them. 

8. Participate in active communication and collaboration with other CBS student chapters. 

Vice-president Responsibilities 

1. Oversee the administrative operations of the chapter. 

2. Keep safe and up to date all documents, including books and accounts. 

3. Assume the duties of the President in the President’s absence. 

4. Facilitate communication between Active Members and Executive Members and Mentors. 

5. Organize election of new executives. 

6. Write the annual report that will be submitted to the CBS board of directors. 

7. Build and maintain networks and relationships that will serve the goals and objectives of the 

chapter. 

8. Design and update the website of the CBS-KSC. 

9. Promote and maintain means of communication to other Members of the chapter and CBS 

through social media. 

Secretary Responsibilities  

1. Update the list of Active Members and Executive Officers. 

2. Send agenda and call for meetings. 

3. Serve as the first point of contact on recruitment matters and Member affairs. 

4. Attend all meetings and act as clerk thereof, and record all votes and minutes of all proceedings 

in the books to be kept for that purpose (the minutes should be sent out to all Members present 

at the meeting). 

5. Communicate information regarding the above-mentioned conferences to Members. 

6. Promote participation of Members of the chapter in the upcoming Biomaterials Conferences. 

7. Maintain communication between CBS-KSC community members and event speakers and other 

organizations. 

8. Communicate with the Event Manager in order to update announcements of the different 

upcoming conferences, workshops and other activities of theCBS-KSC. 

Treasurer Responsibilities  

1. Have the custody of the funds and securities of the chapter. 

 



2. Keep full and accurate accounts of all assets, liabilities, receipts and disbursements of the 

chapter in the books belonging to the chapter. 

3. Deposit all monies, securities and other valuable effects in the name and to the credit of the 

chapter in such chartered bank or trust company. 

4. Disburse the funds of the chapter as may be directed by the Executive Committee and/or the 

President, taking proper vouchers for such disbursements. 

5. Regularly report the financial activities, budget update to the Executive Officers meetings. 

6. Work with the Event Manager to fundraise money for the chapter. 

7. Provide estimates on costs and budgeting for upcoming events. 

8. Write the annual financial report to be submitted to CBS. 

Event Manager Responsibilities 

1. Plan conferences, workshops and other special activities. 

2. See that this planning is carried into effect. 

3. Supervise the events logistics. 

4. Help the Secretary communicate information regarding the conferences and workshops to 

Members, and promote the participation of the Members. 

5. Initiate fundraising activities. 


