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Extern Position Description
TITLE OF POSITION:  ADA Membership Extern
DESCRIPTION OF DUTIES:  The ADA Membership Extern works in the ADA Department of Membership Marketing with the ADA Office of Student Affairs, the Committee on the New Dentist, and also has exposure to the staff of the Tripartite Grassroots Membership Initiative in the ADA Council on Membership.

The extern will learn about the daily activities of the ADA Office of Student Affairs and will provide assistance with ongoing projects, including ADA InfoPaks and other student resources, member processing and member service.  He or she will provide input into the ADA Student Marketing Plan and may review ADA communications directed toward dental students, offering insight into improvements.  The extern may also have the opportunity to review the activities of the Committee on the New Dentist and will help identify strategies to strengthen relationships between ASDA chapters and state and local new dentist committees.

Externs are expected to submit a program evaluation and final report that should describe the activities and accomplishments of the externship, as well as suggest goals and priorities for future externs.

LIAISON RESPONSIBILITIES:  None

MEETINGS:  None
COMMUNICATIONS AND REPORTS
1.
Each Extern is required to prepare a weekly activities log.

2.
Each Extern is required to submit a program evaluation and final report detailing activities, projects and accomplishments of the externship. This report is due two weeks from the last day of the externship in electronic format.
3.
Each Extern is encouraged to give a presentation to their dean and ASDA chapter to share their experience as an extern and promote the extern program to fellow students.

QUALIFICATIONS 

1.
Must be an active predoctoral member at the time of application and throughout the term of office.

2.
Must demonstrate dedication to ASDA goals and objectives and be willing to effectively execute the duties and responsibilities of the position.

3.
Must be able to attend all required meetings and to complete an externship program of four consecutive weeks in the summer at the ADA building in Chicago.  The dates of the externship are July 11 - August 5, 2011.
4.
Must be able to function effectively as a team leader, to accomplish goals through consensus building and to complete projects by working cooperatively with other leaders and staff.

5.
Must be able to complete assignments and responsibilities by the established deadline dates. 

OTHER REMARKS

1.
Correspondence:  Any external business correspondence that states a policy or position of the Association, requests funding or other assistance, or otherwise represents the views of the Association, must be reviewed by the Executive Director prior to distribution.
2.
Expense Reimbursement:  Refer to Funded Leader Travel and Expense Reimbursement Policy.
3.
Confidentiality:  All externs should observe confidentiality as circumstances warrant.  The deliberations that occur at meetings must be held in confidence, so that all participants may feel comfortable in expressing opinions and discussing all items of business.
4.
Funding:  Externs receive reimbursement for transportation to and from Chicago, are provided with student housing during the externship and receive a weekly stipend of $275 per week.
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