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AIESEC-LC-HKBU
session 2009-2010

Allocation Package

2External Relations Team


2Position: Business Development Officer


4Position: Alumni and Advisors Officer


7Finance Team


7Position: Book Keeping and Budget Officer


9Position: Funding Officer


11Position: Accounting and Funding Officer


13Position: Risk Management Officer


16Incoming Exchange Team


16Position: InComing Exchange Officer


20OutGoing Exchange


20Position: Exchange Monitor Officer


22Position: Internal Relations Management Officer


26Talent Management Team


26Position: Talent Development Manager


28Position: Human Resources Officer





External Relations Team
Business Development Officer
Alumni and Advisor Officer
	Position: Business Development Officer

	Team Objective
	· To develop new partnership

· To sustain existing partnership

	Responsibilities
	1. Raise Partnership

· Raise partnerships for LC projects
· Raise partnerships for external events
2. Generation and Utilization of External Resources

· Raise sponsorship for LC administration, member development, activities and projects.

3. Relationship Management

· Have partners’ engagement in LC’s activities 

· Participate in business events  

· Manage database of contacts 

· Maintain regular communication with externals

4. Networking Events/External Conferences
· Responsible for searching and continuous visiting

· Present there AIESEC

· Keep contact with other student organizations

5. Knowledge Management
· To strictly follow the regulations on Knowledge Management


	Accountability
	Local Committee Vice President (External Relations)
Business Development Officer



	Commitment
	Minimum working time by week: 10 hours

Meetings to be attended:
· Team meeting (bi-weekly)

· LC Formal Meeting (Monthly)

· Evaluation Meetings (half-yearly)

· Annual General Meeting (yearly)

Conference with participation preferred:

National Training Conference

National Conferences



	Qualities required at the application stage
	· Good at interpersonal skills

· Self-motivated, hardworking and persistent

· Observant

· Detail-oriented

· Result-oriented

· Bravery
· Creative
· Actively break the ice
· Presentation skills
· Confident
· Positive


	Knowledge required by the start of mandated term

(Trainings will be provided in the transition period on AIESEC knowledge)
	Knowledge about AIESEC required:

· The AIESEC Way

· AIESEC Structure

· Product Leadership

· External Relations Principles

· Brand experience
· Global Competency model in personal development aspect

· Exchange Module on MyAIESEC.net

· General Finance Regulation and claiming procedure

· Brief knowledge about other teams

· Implementation of MyAIESEC.net

· National and LC plan

· History of AIESEC globally

· History of AIESEC-LC-HKBU

Certification required: 
· Exchange test on MyAIESEC.net


	Level of Opportunity offered by the job to develop different behavioural competencies
	Competencies

Little Opportunity

Some Opportunity

Regular Opportunity

Strong Opportunity

Self Awareness

X

Personal Effectiveness

X

Resilience

X

Awareness of Others

X

Inclusiveness

X

Effective Communication

X

Developing Others

X

Stakeholder Focus

X

Flexible Thinking

X

Innovation

X

Commitment to results

X

 

	Key Performance Indicators
	· No. of partnerships raised
· No. of sponsorships raised
· Amount of sponsorships raised


	Next Step in AIESEC
	· Business Development Manager
· Local Committee Vice President (External Relations)

· Local Committee President

· Internship Exchange

· National Support team

· International Organizing Committees

· CEED




	Position: Alumni and Advisors Officer

	Team Objective
	· To manage the relationship with alumni and advisors

· To ensure alumni and advisors are well-updated with AIESEC and AIESEC-LC-HKBU 

· To gain advice from alumni and advisors.



	Responsibilities
	1. Alumni Management

· Update the alumni about LC situation and upcoming events
· Manage and update the alumni database
· Have alumni engagement in different activities
· Invite alumni to be our mentors/advisors
· Frequent update with AIESEC Alumni Association 
2. Advisors management

· Get new internal and external advisors for LC
· Structuralize the Board of Advisors
· Update them regularly
· Get advice from them
· Prepare and Sign up agreements with them
· Update the advisors database
· Improve LC’s relationship with them
· Increase involvement of external advisors
3. Knowledge Management
· To strictly follow the regulations on Knowledge Management


	Accountability
	Local Committee Vice President (External Relations)
Alumni and Advisors Manager



	Commitment
	Minimum working time by week: 10 hours

Meetings to be attended:
· Team meeting (bi-weekly)

· LC Formal Meeting (Monthly)

· Evaluation Meetings (half-yearly)

· Annual General Meeting (yearly)

Conference with participation preferred:

National Training Conference

National Conferences



	Qualities required at the application stage
	· Good at interpersonal skills

· Self-motivated, hardworking and persistent

· Observant

· Detail-oriented

· Result-oriented

· Actively break the ice
· Effective communication


	Knowledge required by the start of mandated term

(Trainings will be provided in the transition period on AIESEC knowledge)
	Knowledge about AIESEC required:

· The AIESEC Way

· AIESEC Structure

· Product Leadership

· External Relations Principles

· Brand experience
· Global Competency model in personal development aspect

· Exchange Module on MyAIESEC.net

· General Finance Regulation and claiming procedure

· Brief knowledge about other teams

· Implementation of MyAIESEC.net

· National and LC plan

· History of AIESEC globally

· History of AIESEC-LC-HKBU



	Level of Opportunity offered by the job to develop different behavioural competencies
	Competencies

Little Opportunity

Some Opportunity

Regular Opportunity

Strong Opportunity

Self Awareness

X

Personal Effectiveness

X

Resilience

X

Awareness of Others

X

Inclusiveness

X

Effective Communication

X

Developing Others

X

Stakeholder Focus

X

Flexible Thinking

X

Innovation

X

Commitment to results

X

 

	Key Performance Indicators
	· No. of updates on LC website

· No. of alumni contacted
· No. of alumni updated
· Alumni Database system


	Next Step in AIESEC
	· Alumni and Advisors Manager

· Local Committee Vice President (External Relations)

· Local Committee President

· Internship Exchange

· National Support team

· International Organizing Committees

· CEED




Finance Team

Book Keeping and Budget Officer
Funding Officer
Accounting and Funding Officer
Risk Management Officer
	Position: Book Keeping and Budget Officer

	Team Objective
	· To set budget and record transactions


	Responsibilities
	1. Budget

· Estimate the amount needed for activities 

· Set the budget and communicate with teammates

· Implement project budgetary control.

2. Recording transactions

· Collect claim sheets and certificates of payment 

· Hand in to VP (Finance) monthly 

3. Implement financial regulations

· Understand the financial regulations 

· Ensure activities are aligned with regulations 

4. Report to finance taskforce and project OCP

· Report financial situation to Finance taskforce (including VP (Finance), Risk Management Manager, etc)

· Report the situation to project OCP and make necessary advice



	Accountability
	Local Committee Vice President (Finance)

Risk Management Manager



	Commitment
	Minimum working time by week: 8 hours

Meetings to be attended:
· Team meeting (bi-weekly)

· LC Formal Meeting (Monthly)

· Evaluation Meetings (quarterly)

· Annual General Meeting (yearly)

Conference with participation preferred:

National Training Conference

National Conferences



	Qualities required at the application stage
	· Detailed minded
· Accuracy
· Responsible

· Patient



	Knowledge required by the start of mandated term

(Trainings will be provided in the transition period on AIESEC knowledge)
	Knowledge about AIESEC required:

· The AIESEC Way

· AIESEC Structure

· Product Leadership

· Global Competency model in personal development aspect

· Exchange Module on MyAIESEC.net

· General Finance Regulation and claiming procedure

· Brief knowledge about other teams

· TN pricing model
· EP pricing model
· National and LC plan

· History of AIESEC globally

· History of AIESEC-LC-HKBU

Knowledge out of AIESEC:

· Accounting skills


	Level of Opportunity offered by the job to develop different behavioural competencies
	Competencies

Little Opportunity

Some Opportunity

Regular Opportunity

Strong Opportunity

Self Awareness

X

Personal Effectiveness

X

Resilience

X
Awareness of Others

X

Inclusiveness

X

Effective Communication

X
Developing Others

X
Stakeholder Focus

X
Flexible Thinking

X
Innovation

X
Commitment to results

X
 

	Key Performance Indicators
	· No. of updates on Project financial situations
· No. of violations of financial regulations
· No. of budget set
· No. of late submission of claim sheets and certificates of payment


	Next Step in AIESEC
	· Local Committee Vice President (Finance)

· Local Committee President

· Organizing Committee President
· Internship Exchange

· National Support team

· International Organizing Committees

· CEED




	Position: Funding Officer

	Team Objective
	· To write proposal and apply for funding



	Responsibilities
	1. Funding

· Write proposal and apply for funding
· Hand in required material to authorities 
· Maintain good relationship with funding authorities
· Ensure the right usage of fund
· Utilize and manage external grant and support
2. Report to finance taskforce and project OCP

· Report funding situation to Finance taskforce (including VP (Finance), Risk Management Manager, etc)
· Report the situation to project OCP and make necessary advice


	Accountability
	Local Committee Vice President (Finance)

Risk Management Manager



	Commitment
	Minimum working time by week: 8 hours

Meetings to be attended:
· Team meeting (bi-weekly)

· LC Formal Meeting (Monthly)

· Evaluation Meetings (quarterly)

· Annual General Meeting (yearly)

Conference with participation preferred:

National Training Conference

National Conferences



	Qualities required at the application stage
	· Detailed minded
· Good writing and interpersonal skills
· Responsible

· Patient



	Knowledge required by the start of mandated term

(Trainings will be provided in the transition period on AIESEC knowledge)
	Knowledge about AIESEC required

· The AIESEC Way

· AIESEC Structure

· Product Leadership

· Global Competency model in personal development aspect

· Exchange Module on MyAIESEC.net

· General Finance Regulation and claiming procedure

· Brief knowledge about other teams

· TN pricing model
· EP pricing model
· National and LC plan

· History of AIESEC globally

· History of AIESEC-LC-HKBU



	Level of Opportunity offered by the job to develop different behavioural competencies
	Competencies

Little Opportunity

Some Opportunity

Regular Opportunity

Strong Opportunity

Self Awareness

X

Personal Effectiveness

X

Resilience

X

Awareness of Others

X

Inclusiveness

X

Effective Communication

X

Developing Others

X

Stakeholder Focus

X

Flexible Thinking

X

Innovation

X

Commitment to results

X



	Key Performance Indicators
	· No. of fund applied
· No. of new fund raised
· % of the fund utilize


	Next Step in AIESEC
	· Local Committee Vice President (Finance)

· Local Committee President

· Organizing Committee President
· Internship Exchange

· National Support team

· International Organizing Committees

· CEED




	Position: Accounting and Funding Officer

	Team Objective
	· To apply for funding and help perform effective accounting function in Local Committee



	Responsibilities
	1. Funding

· Help write proposal and apply for funding
· Hand in required material to authorities 
· Maintain good relationship with funding authorities
· Ensure the right usage of fund
· Utilize and manage external grant and support
· Maintain good relationship with funding authorities
2. Accounting Function

· Help collect claim sheets and certificates of payment
· Help record the transactions 
· Help prepare monthly, quarterly and annually financial reports for different stakeholders of AIESEC- LC- HKBU
3. Report to finance taskforce and departments

· Report LC running situation to Finance taskforce from risk management perspective (including VP (Finance), Risk Management Manager, etc)


	Accountability
	Local Committee Vice President (Finance)



	Commitment
	Minimum working time by week: 8 hours

Meetings to be attended:
· Team meeting (bi-weekly)

· LC Formal Meeting (Monthly)

· Evaluation Meetings (quarterly)

· Annual General Meeting (yearly)

Conference with participation preferred:

National Training Conference

National Conferences



	Qualities required at the application stage
	· Detailed minded
· Responsible

· Patient

· Result-oriented

· Sensitive to numbers

· Good writing and interpersonal skill



	Knowledge required by the start of mandated term

(Trainings will be provided in the transition period on AIESEC knowledge)
	Knowledge about AIESEC required:

· The AIESEC Way

· AIESEC Structure

· Product Leadership

· Global Competency model in personal development aspect

· Exchange Module on MyAIESEC.net

· General Finance Regulation and claiming procedure

· Brief knowledge about other teams

· TN pricing model
· EP pricing model
· National and LC plan

· History of AIESEC globally

· History of AIESEC-LC-HKBU

Knowledge out of AIESEC:

· Accounting skills (Ratio Analysis)
· Professional accounting software (Quickbook)


	Level of Opportunity offered by the job to develop different behavioural competencies
	Competencies

Little Opportunity

Some Opportunity

Regular Opportunity

Strong Opportunity

Self Awareness

X

Personal Effectiveness

X

Resilience

X

Awareness of Others

X

Inclusiveness

X

Effective Communication

X

Developing Others

X

Stakeholder Focus

X

Flexible Thinking

X

Innovation

X

Commitment to results

X



	Key Performance Indicators
	· No. of late submission of financial documents (claim sheets and certificates of payment, contracts, etc)
· No. of payment overdue
· Punctual release of financial statements to members


	Next Step in AIESEC
	· Local Committee Vice President (Finance)

· Local Committee President

· Organizing Committee President
· Internship Exchange

· National Support team

· International Organizing Committees

· CEED




	Position: Risk Management Officer

	Team Objective
	· To estimate and ensure the effectiveness of resources allocation and maintain long term financial health for Local Committee



	Responsibilities
	1. Effectiveness of resources allocation

· Collect every departments’ financial data
· Implement budgetary control on each department
· Conduct comprehensive financial analysis and make advice on departments running
· Find out potential risk of LC and minimise it
· Give suggestion on the resource allocation in next quarter and help make adjustment in budget of every department
2. Report to finance taskforce and departments

· Report LC running situation to Finance taskforce from risk management perspective
· Report the situation to every department and make necessary advice


	Accountability
	Local Committee Vice President (Finance)
Risk Management Manager



	Commitment
	Minimum working time by week: 8 hours

Meetings to be attended:
· Team meeting (bi-weekly)

· LC Formal Meeting (Monthly)

· Evaluation Meetings (quarterly)

· Annual General Meeting (yearly)

Conference with participation preferred:

National Training Conference

National Conferences



	Qualities required at the application stage
	· Detailed minded
· Responsible

· Patient

· Result-oriented

· Sensitive to numbers



	Knowledge required by the start of mandated term

(Trainings will be provided in the transition period on AIESEC knowledge)
	Knowledge about AIESEC required:

· The AIESEC Way

· AIESEC Structure

· Product Leadership

· Global Competency model in personal development aspect

· Exchange Module on MyAIESEC.net

· General Finance Regulation and claiming procedure

· Brief knowledge about other teams

· TN pricing model
· EP pricing model
· National and LC plan

· History of AIESEC globally

· History of AIESEC-LC-HKBU

Knowledge out of AIESEC:

· Accounting skills (Ration Analysis)


	Level of Opportunity offered by the job to develop different behavioural competencies
	Competencies

Little Opportunity

Some Opportunity

Regular Opportunity

Strong Opportunity

Self Awareness

X

Personal Effectiveness

X

Resilience

X

Awareness of Others

X

Inclusiveness

X

Effective Communication

X

Developing Others

X

Stakeholder Focus

X

Flexible Thinking

X

Innovation

X

Commitment to results

X



	Key Performance Indicators
	· Break-even of departments
· Break-even of LC
· Amount of Net income generate


	Next Step in AIESEC
	· Local Committee Vice President (Finance)

· Local Committee President

· Organizing Committee President
· Internship Exchange

· National Support team

· International Organizing Committees

· CEED


Incoming Exchange Team

InComing Exchange Officer
	Position: InComing Exchange Officer

	Team Objective
	· To ensure the quantity and quality of Incoming Exchange experience

· To generate and utilize external resources to contribute to the development of the Local Committee.

· To create a global environment within LC

· To promote exchange culture within LC



	Responsibilities
	Marketing and Sales

· Ensure the quantity and quality of Incoming Exchange experience

· Raise new TN accounts

· Re-raise current TN accounts

· Match overseas EP to TN account with MyAIESEC.net

2. TN Account Management

· Maintain good relationship between company and incoming interns

· Maintain frequent updates with the Delivery team about interns feedback on the TN quality

3. External Events

· Participate external events to reach stakeholders and potential TN takers
Delivery
1. Cultural Preparation

· Review the reception package to facilitate interns’ understanding about HK culture and information prior arrival bi-monthly.
2. Reception

· Handle VISA application and accommodation finding for interns

· Pick up interns at the airport on the arrival day

· Accompany interns in the first few days after arrival to help them with daily livings, like buying phone card, currency exchange, transportation issues, etc.

· Answer any interns’ concerns regarding their life in HK

3. Integration

· Organize welcoming events for newly-arrived interns

· Organize cultural tours to famous local spots to enhance interns’ experience of local cultures

· Maintain close communication with Incoming Exchange Team about interns’ feedbacks on the TN quality

· Evaluate interns’ satisfaction level towards their exchange experience

4. Global Environment Generation

· Actively engage interns into Local Committee and national activities

· Organize informal gatherings for interns and members frequently

5. Exchange culture Creation

· Synergize with Outgoing Exchange Team to organize events that would encourage members to apply for exchanges, like sharing forums, exhibitions and cultural activities within campus

· Integrate interns into the Local Committee learning opportunities

· Promote exchange opportunities in Local Committee

· Deliver Exchange related knowledge and skills to all members if necessary

Others

Knowledge Management
· To strictly follow the regulations on Knowledge Management



	Accountability
	Local Committee Vice President (Incoming Exchange)
InComing Exchange Manager



	Commitment
	Minimum working time by week: 12 hours

Meetings to be attended:
· Team meeting (bi-weekly)

· LC Formal Meeting (Monthly)

· Evaluation Meetings (half-yearly)

· Annual General Meeting (yearly)

Conference with participation preferred:

National Training Conference

National Conferences



	Qualities required at the application stage
	· Confident

· Flexible in thinking

· Effective Communication

· Persistent

· Committed

· Result-oriented

· Active Learning

· Positive in thinking

· Proactive

· Culturally Sensitive

· Good at Interpersonal Skills

· Responsible



	Knowledge required by the start of mandated term

(Trainings will be provided in the transition period on AIESEC knowledge)
	Knowledge about AIESEC required:

· The AIESEC Way

· AIESEC Structure

· Product Leadership

· External Relations Principles

· Brand Experience

· Global Competency model in personal development aspect

· Exchange Module on MyAIESEC.net

· IXPQS
· General Finance Regulation and claiming procedure

· Brief knowledge about other teams

· Implementation of MyAIESEC.net

· National and LC plan

· History of AIESEC globally

· History of AIESEC-LC-HKBU

· Past external records of AIESEC-LC-HKBU
· Internship Exchange Program
Certification required:

· Exchange test on MYAIESEC.net


	Level of Opportunity offered by the job to develop different behavioural competencies
	Competencies

Little Opportunity

Some Opportunity

Regular Opportunity

Strong Opportunity

Self Awareness

X

Personal Effectiveness

X

Resilience

X

Awareness of Others

X

Inclusiveness

X

Effective Communication

X

Developing Others

X

Stakeholder Focus

X

Flexible Thinking

X

Innovation

X

Commitment to results

X

 

	Key Performance Indicators
	· No. of new TN signed

· No. of re-raised TN

· No. of matched TN

· No. of realized TN

· Satisfaction rate of TN Takers
· Satisfaction rate of interns


	Next Step in AIESEC
	· InComing Exchange Manager

· Local Committee Vice President (Incoming Exchange)

· Local Committee President

· Internship Exchange

· National Support team

· International Organizing Committees

· CEED




OutGoing Exchange 

Exchange Monitor Officer
Internal Relations Management Officer
	Position: Exchange Monitor Officer

	Team Objective
	· To ensure the quantity and quality of exchange participants
· To help exchange participants to maximize and consolidate their learning in exchange

· To cultivate exchange culture in LC

· To rise partnership with school on exchange element



	Responsibilities
	1. Promotion of exchange

· To deliver the exchange message to potential exchange participants

· To work on promotion materials and promote to talent audience in campus

2. EP Recruitment (Marketing & Selection)

· To design and carry out marketing & promotion strategies of exchange participants

· To open application and conduct pre-screening to select quality exchange participants for Student Review Board

· To assist and provide logistical and human resources support in organizing national or LC Student Review Board

3. EP Exchange Management (Matching & Delivery) 

· To educate EP to use Exchange Module of MyAIESEC.net

· To monitor the EP matching process regularly

· To closely communicate with foreign Local Committees and Exchange Participants.

4. EP Pre-exchange Preparation

· To conduct goal setting and reviews with EPs
· To conduct cultural preparation activities for EPs

5. EP Re-integration and Returnee Management

· To organize re-integration activities for returnee after exchange

· To monitor the returnees database and relevant tools
6. Exchange Culture Creation

· To synergize with companies to organize events that would encourage members to apply for exchanges, like sharing forums, exhibitions and cultural activities within campus

· To integrate interns into the Local Committee learning opportunities

· To deliver Exchange related knowledge and skills to all members if necessary

7. Knowledge Management

· To strictly follow the regulations on Knowledge Management

	Accountable to
	Local Committee Vice President (Outgoing Exchange)

	Commitment
	Minimum working hour : 16 hours
Meetings to be attended:

· Team meeting (Bi-weekly)

· LC Formal meeting (monthly)

· Evaluation meetings (half-yearly)

· Annual General Meeting (yearly)

Period during which we need to work more:
1. Sept (Organize events for EPs, promotion of winter exchange)
2. Nov to Dec (selection and preparation of EPs)

3. Feb (Transition and training to OGX members)

4. Apr to Jun (Matching period of EP)

Conferences with participation required: 

Outgoing Exchange preparation seminar/ conference

Conferences with participation preferred: 

National Training Conference

National Conferences

Period of the mandate:

Official Term: October 2009 – June 2010



	Qualities required at the application stage
	· Good at interpersonal skills

· Self-motivated, hardworking and persistent

· Interested in cultural and life-changing experience

· Observant

· People-oriented

· Result-oriented

· Effective Communication



	Knowledge required by the start of mandated term (Trainings will be provided in the transition period on AIESEC knowledge)
	Knowledge about AIESEC required: 

· The AIESEC Way

· AIESEC Structure

· Product Leadership

· External Relations Principles

· Brand Experience

· Global Competency model in personal development aspect

· Exchange Module on MyAIESEC.net

· General Finance Regulation and claiming procedure

· Brief knowledge about other teams

· Implementation of MyAIESEC.net

· National and LC plan

· History of AIESEC globally

· History of AIESEC-LC-HKBU

· Exchange Sub-System and process

· Roles and relationship among intern, AIESEC and TN (IXPQS)

· VISA Application procedures

Certification required: 

Exchange test on MyAIESEC.net

	Level of opportunity offered by the job to develop different behavioural competencies 
	Competencies

Little Opportunity

Some Opportunity

Regular Opportunity

Strong Opportunity

Self Awareness

X

Personal Effectiveness

X

Resilience

X

Awareness of Others

X

Inclusiveness

X

Effective Communication

x

Developing Others

X

Stakeholder Focus

X

Flexible Thinking

X

Innovation

X

Commitment to results

X



	Key Performance Indicators
	· No. of EP matched

· No. of EP realized

· No. of returnee engaged in LC activities

· Star rating system of Exchange participants

· No. of partnership launched with school departments



	Next Step in AIESEC:
	· Local Committee Vice President (Exchange)

· Local Committee President

· National Exchange Quality Control Board

· Internship Exchange

· National Support team

· International Organizing Committees

· CEED


	Position: Internal Relations Management Officer

	Team Objective
	· To ensure the quantity and quality of exchange participants
· To help exchange participants to maximize and consolidate their learning in exchange

· To cultivate exchange culture in LC

· To rise and deal with partnership with school on exchange element

	Responsibilities
	1. Promotion of exchange

· To deliver the exchange message to potential exchange participants

· To work on promotion materials and promote to talent audience in campus

2. Raise partnership with school

· Prepare proposals and deal with departments regarding exchange partnership details

· Update with the current exchange offers with departments and maintain relationships with each other

· Research on TN database regularly

3. EP Exchange Management (Matching & Delivery) 

· To educate EP to use Exchange Module of MyAIESEC.net

· To monitor the EP matching process regularly

· To closely communicate with foreign Local Committees and Exchange Participants.

4. EP Pre-exchange Preparation

· To conduct goal setting and reviews with EPs
· To conduct cultural preparation activities for EPs

5. EP Re-integration and Returnee Management

· To organize re-integration activities for returnee after exchange

· To monitor the returnees database and relevant tools
6. Exchange Culture Creation

· To synergize with companies to organize events that would encourage members to apply for exchanges, like sharing forums, exhibitions and cultural activities within campus

· To integrate interns into the Local Committee learning opportunities

· To deliver Exchange related knowledge and skills to all members if necessary

7. Knowledge Management

· To strictly follow the regulations on Knowledge Management



	Accountable to
	Local Committee Vice President (Outgoing Exchange)

	Commitment
	Minimum working hour : 16 hours
Meetings to be attended:

· Team meeting (Bi-weekly)

· LC Formal meeting (monthly)

· Evaluation meetings (half-yearly)

· Annual General Meeting (yearly)

Period during which we need to work more:
· Sept (Organize events for EPs, promotion of winter exchange)
· Nov to Dec (selection and preparation of EPs)

· Feb (Transition and training to OGX members)

· Apr to Jun (Matching period of EP)

Conferences with participation required: 

Outgoing Exchange preparation seminar/ conference

Conferences with participation preferred: 

National Training Conference

National Conferences

Period of the mandate:

Official Term: October 2009 – June 2010



	Qualities required at the application stage
	· Good at interpersonal skills

· Self-motivated, hardworking and persistent

· Interested in cultural and life-changing experience

· Observant

· People-oriented

· Result-oriented

· Effective Communication



	Knowledge required by the start of mandated term (Trainings will be provided in the transition period on AIESEC knowledge)
	Knowledge about AIESEC required: 

· The AIESEC Way

· AIESEC Structure

· Product Leadership

· External Relations Principles

· Brand Experience

· Global Competency model in personal development aspect

· Exchange Module on MyAIESEC.net

· General Finance Regulation and claiming procedure

· Brief knowledge about other teams

· Implementation of MyAIESEC.net

· National and LC plan

· History of AIESEC globally

· History of AIESEC-LC-HKBU

· Exchange Sub-System and process

· Roles and relationship among intern, AIESEC and TN (IXPQS)

· VISA Application procedures

Certification required : 

Exchange test on MyAIESEC.net



	Level of opportunity offered by the job to develop different behavioural competencies 
	Competencies

Little opportunity

Some opportunity

Regular opportunity

Strong opportunity

Self Awareness 

　

X

Personal

effectiveness 

　

X

Resilience 

　

X

Awareness of

Others 

　

X

Inclusiveness 

　

X

Effective

Communication 

　

X

Developing Others 

　

X

Stakeholder Focus 

　

X

Flexible Thinking 

　

X

Innovation 

　

X

Commitment to

results 

　

X



	Key Performance Indicators
	· No. of EP matched

· No. of EP realized

· No. of returnee engaged in LC activities

· Star rating system of Exchange participants

· No. of partnership launched with school departments



	Next Step in AIESEC:
	· Local Committee Vice President (Exchange)

· Local Committee President

· National Exchange Quality Control Board

· Internship Exchange

· National Support team

· International Organizing Committees

· CEED



Talent Management Team


Talent Development Manager
Human Resources Manager
	Position: Talent Development Manager

	Objective
	· To maximize the learning of each member and their development as change agents in the AIESEC Experience.

	Responsibilities
	1. Member Induction
· Plan for and conduct the induction activities for members.

2. Members’ Learning Development

· Plan for and implement an education cycle for members’ development, comprising functional skills and knowledge training, issues learning, AIESEC knowledge, competencies development as change agents.

· Regularly organize Local Committee meetings and learning activities based on the education cycle.

· Maintain a peer-to-peer learning system

· Regularly promote different AIESEC opportunities to members.

3. Stakeholders Engagement in Learning
· Explore learning opportunities and integrate stakeholders into different learning platforms.
4. Coaching and Mentoring

· Implement mentorship in our Local Committee to engages different stakeholders in coaching and mentoring members

5. Culture Shaping

· Implement plan of shaping Local Committee culture by organizing Local Committee activities

6. Knowledge Management

· To strictly follow the regulations on Knowledge Management



	Accountable to
	Local Committee Vice President (Talent Management)


	Commitment
	Minimum time invested by week in AIESEC for the job : 10 hours

Meetings to be attended:

Team meeting (Bi-weekly)
LC Formal meeting (monthly)
Evaluation meetings (half-yearly)
Annual General Meeting (yearly)

Period during which we need to work more :

· At the beginning of the term (participating in training and transition)

· Summer to early October (preparation and implementation of Induction activities)

· Late October to Late November (Transition and training to new TD members) 

· Winter to early February (preparation and implementation of Induction activities)

Conferences with participation required: 

National Training Conference

Train the Trainers Conference/ Seminar

Conferences with participation preferred: 

International Trainers’ Congress

National Conferences

Period of the mandate:
Official Term: June 2009 – June 2010

	Qualities required at the application stage
	· Interested in event management

· People-oriented

· Proactive

· Enjoy developing others

· Observant

· High level of creativity

· Strong Communication skills

· Self-motivated



	Knowledge required by the start of mandated term (Trainings will be provided in the transition period on AIESEC knowledge)
	Knowledge about AIESEC required: 

· The AIESEC Way

· AIESEC 2010

· AIESEC Structure

· Role and importance of Exchange, TM, Fin & IM in AIESEC

· Product Leadership

· ER Principles

· Brand XP

· Exchange Module on MyAIESEC.net

· Global Competency model in personal development aspect

· General Finance Regulation and claiming procedure

· Implementation of MyAIESEC.net

· National and LC plan

· Talent Management Sub-system

· Brand delivery in activities

· Definition and Implementation of 6 learning environments

Certification required: 

Exchange test on MyAIESEC.net



	Level of opportunity offered by the job to develop different behavioural competencies 
	Competencies

Little Opportunity

Some Opportunity

Regular Opportunity

Strong Opportunity

Self Awareness

X

Personal Effectiveness

X

Resilience

X

Awareness of Others

X

Inclusiveness

X

Effective Communication

X

Developing Others

X

Stakeholder Focus

X

Flexible Thinking

X

Innovation

X

Commitment to results

X



	Key Performance Indicators
	· Retention rate of Members

· Members growth in competency assessment on MyAIESEC.neT

	Next step:
	· Local Committee Vice President (Talent Management)

· National Trainers’ Team Coordinator/ Managers

· Internship Exchange

· Local, National and International Organizing Committees

· CEED


	Position: Human Resources Officer

	Team Objective
	· To recruit high potential tertiary education students to AIESEC

· To manage members in LC

· To allocate right people to the right positions

· To arrange training, education to members

· To create and promote LC culture 



	Responsibilities
	1. Recruitment

· Promote AIESEC to high potential targeted students

· Organise recruitment events for promotion

· Carry out interview for talent selection

· Hold induction to new members

2. Managing human resources in LC

· Evaluate the performance of members regularly

· Pay attention to member's development in LC

· Synergise with OGX team to re-integrate returned exchange participant to LC

· Attend training outside for the latest human resources management skills

3. Culture-shaping

· Promote culture within LC

· Create team-bonding among all members

· Organise LC meeting

4. Knowledge Management

· To strictly follow the regulations on Knowledge Management


	Accountability
	Local Committee Vice President (Talent Management)

Human Resources Manager



	Commitment
	Minimum working time by week: 15 hours

Meetings to be attended:

· Team meeting (bi-weekly)

· LC Formal Meeting (Monthly)

· Evaluation Meetings (half-yearly)

· Annual General Meeting (yearly)

Conference with participation preferred:

National Training Conference

National Conferences



	Qualities required at the application stage
	· People-oriented

· Good at interpersonal skills

· Observant

· Detail-oriented

· Result-oriented

· Effective communication


	Knowledge required by the start of mandated term

(Trainings will be provided in the transition period on AIESEC knowledge)
	Knowledge about AIESEC required: 

· The AIESEC Way

· AIESEC Structure

· Product Leadership

· Global Competency model in personal development aspect

· Exchange Module on MyAIESEC.net

· General Finance Regulation and claiming procedure

· Brief knowledge about other teams

· Implementation of MyAIESEC.net

· National and LC plan

· History of AIESEC globally

· History of AIESEC-LC-HKBU



	Level of Opportunity offered by the job to develop different behavioural competencies
	Competencies

Little Opportunity

Some Opportunity

Regular Opportunity

Strong Opportunity

Self Awareness

X

Personal Effectiveness

X

Resilience

X

Awareness of Others

X

Inclusiveness

X

Effective Communication

X

Developing Others

X

Stakeholder Focus

X

Flexible Thinking

X

Innovation

X

Commitment to results

X

 

	Key Performance Indicators
	· Star-rating system given by members

· Retention rate of members deal with

	Next Step in AIESEC
	· Human Resources Manager

· Local Committee Vice President (Talent Management)

· Local Committee President

· Internship Exchange

· National Support team

· International Organizing Committees

· CEED
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