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Subject Matter Expert (SME) Tip Sheet
It is important to concentrate conversations and seek innovations within the specific domain of your CoP. Initially, all members who are knowledgeable in the domain should help the community stay focused on the CoP scope.  
A subject matter expert is an individual who exhibits the highest level of expertise in performing a specialized job, task, or skill within the organization.
 Sometimes a member or members will volunteer to function as an official Subject Matter Expert (SME). In other communities, the SME is unofficially recognized as an individual who has expertise in the domain. While responsibilities fall mainly on the official or unofficial SME(s), many of the responsibilities listed here are also often handled jointly by the SME and the CoP’s Core Group (e.g., developing agendas or driving innovation).

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
· Sometimes willing to learn facilitation and presentation skills in order to engage community members.1 Alternately, SMEs work with others to ensure that their ideas are accurately conveyed to the larger community.
· 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 the larger public health field
CoP SMEs Benefit by:
· Gaining experience and exposure presenting to a group of professionals

· Learning new ideas from networking with colleagues
· Building support for their domain or field of interest

· Sharing their knowledge, lessons learned, and best practices 

· Achieving national recognition as the CoP becomes recognized in the broader domain

As an 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 outside-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 domains that impact the CoP and bringing that back to the CoP when appropriate

· Sharing the CoP’s work with the external public health 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
Subject Matter Experts play a critical role in working with the community sponsor and other community leaders such as the coordinator and the facilitator. It is the SME’s job to bring the domain expertise to the table and ensure the knowledge is used to advance the goals of the community. Because Subject Matter Experts understand a technical process or area well enough to answer questions from other members, it is likely they will interact with many different members. Meetings and other events are often the primary stage where SMEs can shine. SMEs are often the best choice for representing the CoP to external groups because of their knowledge of the domain and ability to voice domain needs, challenges, and priorities to the broader public health community.

Consider the following tips to help you prepare for meeting or interacting with the rest of the community.   

Tips for SMEs1,
,

· Prepare and practice. Many technical experts are also natural public speakers, but some struggle in this role. Practice until you are comfortable with your material so your delivery can be clear and succinct. Come up with analogies, diagrams, and other visuals to get your point across and have them ready whether you use them or not. Reach out to others in your CoP who may not have your level of expertise, but have skills in the areas of graphics or other visual technologies to assist you in your preparation.
· Always be on time and manage your time wisely. Making a special effort to be on time and on task during community events conveys to other members that you respect their time and priorities as well.
· Communicate with participants to introduce yourself. Others may know who you are, but not feel comfortable reaching out to you at large meetings or events. Make it a point to meet one new fellow member per event, and call on community members you do know by name.  
· If you are communicating electronically, speak clearly with energy and enthusiasm. Attendees cannot see your gestures or body language—your voice needs to compensate.

· Look for every opportunity to engage your audience. Solicit specific, regular interaction from the entire community. Invite feedback. Use constructive language with everyone and acknowledge every contribution.
· Re-emphasize important points. Pause after each segment of the meeting to ask questions and encourage discussion. When asking for responses, pause long enough for participants to answer.
· Parking lot items. As an expert, members may want to engage with you on a variety of issues. This is great, but may not be helpful in keeping the meeting on track. Use a “parking lot” to defer complicated or tangential questions for later.

· Use the CoP Coordinator or Facilitator. Enlist a co-presenter to monitor participant activities and ensure you are meeting expectations for your role in the community. Although you have a role and responsibilities, but you can also rely on other community members.
· Invite other SMEs to speak during your 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.  
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