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JOB DESCRIPTION
DEPUTY SECRETARY-GENERAL
V01 created 2024

Brief Description
The Deputy Secretary-General is primarily responsible for organizing the doctoral prize, awarded biennially at conferences for exceptional theses. The main focus of the role is to coordinate this process effectively, ensuring the prize is administered smoothly and successfully.

Membership Status
Executive Committee Member

Goals
· Ensure that as many people as possible can apply for the doctoral prize and have access to the application process.
· Maintain fairness in the evaluations, ensuring all applicants are assessed impartially, regardless of their background.
· Ensure the process works efficiently so that the prize can be presented smoothly at the conference.

Tasks
· Act as a part of the Executive Committee (EC) as one of the 7 officers and coordinate with the Secretary-General and other officers on related issues.
· Organize the doctoral prize given every 2 years at conferences based on the theses received.
· Ensure the prize process happens on time, fairly, and transparently.
· Communicate with regional representatives for evaluations.
· Spare monthly time on prize-related activities alongside officer emails and communications.

Duration of the term 
· 2 years (but could be reassigned)

Estimated Time for Work (Weekly)
· About 5 hours a month is spent on the topic of the prize. The time comes up to about 7 hours a month when officers' email responses are included.

Competencies
· Organizational Abilities - The role requires strong organizational skills to manage various tasks effectively, coordinate events, and ensure everything runs smoothly.
· Interpersonal Communication - Effective communication is crucial for interacting with diverse individuals, facilitating discussions, and ensuring clear and respectful exchanges.
· Analytical Skills - Analytical thinking is necessary to evaluate information, make informed decisions, and solve problems efficiently.



Additional Information
Challenges
· Dependence on Regional Representatives - Coordinating with regional representatives for evaluations poses challenges due to varying levels of engagement and responsiveness.
· Language Barrier - Limiting the doctoral prize to English theses can exclude potential applicants, requiring careful consideration to balance inclusivity and standards.
· Managing Time Pressures - Balancing strict timelines for the prize process with other responsibilities demands efficient time management and prioritization skills.
· Communication and Coordination - Effective communication across time zones and with diverse stakeholders requires strong organizational and interpersonal skills.
· Administrative Load - Handling administrative tasks like correspondence and overseeing the prize process can be time-consuming, necessitating efficient delegation.
· Maintaining Fairness and Transparency - Ensuring fair evaluation processes and addressing biases demand vigilant oversight and ethical standards implementation.

Tasks That Can Be Possibly Delegated to a Paid Employee
· Administrative tasks (organizing, preparing abstracts, contacting reps) can be delegated.
· Need an academic overseer to maintain academic excellence.
Future Vision
· Set up additional committees, like a membership committee.
· Improve and expand the prize process and responsibilities.
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