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SME Tip Sheet 


Plan: SME Tip Sheet

Audience
Leaders and members acting as PHIN Community of Practice (CoP) Subject Matter Experts (SMEs).
Purpose
As a SME for your community, your responsibilities include inviting experts to speak to your CoP, bringing in new ideas, identifying topics for meeting agendas, and maintaining the CoP focus.  This tip sheet gives some ideas for how to get all of this done.

To Use this Resource
You can read through this document as often as needed to help keep your responsibilities in mind.  You might find it helpful to print it out and bring it with you to CoP meetings and events.  If you are one of several SMEs, a meeting to discuss how you will divide and conquer these tasks may also be helpful.  It is also suggested that you coordinate your activities with the person who is managing facilitation for your community. 

Have an Idea for How this Resource can be Improved?  

We’d love to hear it!  Use the feedback form or send an email to phin@cdc.gov to let us know how this resource can be improved or to suggest other resources you would find useful. 

Since your CoP is based around a Public Health Information Network (PHIN) technology or function, it’s important to focus conversations and seek innovations around this specific domain area. Initially, all members who are knowledgeable within this domain should help the community stay focused on the CoP scope.  
When your CoP has matured enough to have a member step up as the official “Subject Matter Expert,” (SME) the responsibilities outlined below will fall mainly to that individual.  Keep in mind that many of the responsibilities listed here should be handled jointly between this person and the CoP’s Facilitator (e.g. developing agendas, driving innovation, etc).
A Subject Matter Expert is
· Passionate about work in the domain

· Known in the domain as a thought leader, often presenting and publishing in the field
· Experienced in the field with many years of practice
· Willing to keep the CoP alive and thriving with innovation and ideas
· Aware of the goals of the CoP and understands how they work in connection with PHIN
As a SME You Should be Comfortable
· Using strategic business tactics to influence, teach, and lead others
· Leading by example: exhibit a good work ethic, commitment to the CoP’s cause, and a willingness to get your hands dirty
· Acting as a mentor by coaching others and giving feedback

· Fostering innovation by encouraging members to take risks

· Driving out-of-the-box conversations and activities

· Identifying new topics and concepts that may not be standard for your particular domain

· Finding other experts who will bring new ideas to the group
· Suggesting hot topics for meeting agendas

· Providing oversight, guidance, and expertise during meetings

· Building and maintaining participation and membership

· Being involved in the work of the CoP to validate information
· Staying current on work in other PHIN CoPs that impact the domain CoP and bringing that back to the domain CoP when appropriate

· Looking for and suggesting collaborations between the domain CoP and other CoPs 
· Reporting on the domain CoP work across the PHIN Community
You Can Draw Inspiration for New Discussions Through  

· Attending professional conferences

· Reading newsletters and trade journals

· Joining a new professional association

· Talking with colleagues through a discussion forum or blog
· Staying informed of PHIN priorities and the work of other related PHIN CoPs
Invite Other SMEs to Speak During your PHIN CoP Meetings
Guest SME speakers provide an excellent opportunity to deliver new, valuable information to your community.  This can expand your CoP’s knowledge base and encourage professional development, leading to improved work for you, your CoP, and public health. 

Sharing the benefits of speaking at a CoP meeting may help encourage other thought leaders to participate.  

Speaking at a CoP Meeting Offers Guests the Chance to   

· Gain experience and exposure presenting to a group of professionals

· Learn new ideas from networking with colleagues
· Build support for their domain or field of interest

· Share their knowledge, lessons learned, and best practices 

· Achieve national recognition among CoP members
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