PRESIDENT

The President will be responsible for the overall functioning of the chapter, assuring that the chapter board of directors works together as a team, dedicated to achieving the chapter vision, mission and objectives.

Roles Include:

· Approve agendas and preside over all business and chapter meetings.

· Direct the activities of other officers toward chapter goals and objectives.

· Appoint nominating committee members by April 1 of each year to conduct chapter elections.

· Appoint replacement board members to vacant positions, subject to the board's majority approval.

· Appoint committee and committee chairperson representatives to task teams and special projects as required and subject to board approval.

· Submit to the PMI, an annual application for charter renewal.

· Represent the chapter, or appoint appropriate alternate to represent the chapter at the annual leadership meeting and serve on any subcommittees that may be established to form policy, as appropriate.

· Liaison to the executive office of the PMI.

· Facilitate status reports for presentation at chapter board meetings.

· Maintain and deliver all permanent records to the position successor as required.

VICE PRESIDENT OF COMMUNICATIONS

The Vice President of Communications is responsible for the timely dissemination of information both to and from the chapter membership, using various tools to accomplish the objective.

Roles Include:

· Distribute the program plan showing monthly events.

· Notify membership not less than twenty-one (21) days before all chapter meetings.

· Receive from Vice President of Membership monthly membership reports of new and current members.

· Administer and edit the PMI MCAC chapter’s Members listserv

· Notify membership of all nominations thirty (30) days before election.

· Create, maintain, and file all chapter correspondence (board meeting & annual business meeting minutes).

· Document the chapter’s strategic planning sessions

· Maintain and deliver all permanent records to the position successor as required.

· Be responsible for the local chapter’s website and will work with the webmaster for accurate and timely updates.

· Will coordinate all upgrades for the website with the webmaster and the board of directors.

VICE PRESIDENT OF PROFESSIONAL DEVELOPMENT

The Vice President of Professional Development will be responsible for promoting project management professionalism through the development of educational publications, seminars, and workshops designed to help individuals achieve certification as Project Management Professionals (PMPs).

Roles Include:

· Provide the membership with professional workshops and seminars designed to improve their development in the field of project management.

· Establish and oversee a volunteer group charged with the task of developing and delivering a certification examination preparation workshop, with the goal of being offered on a semi-annual (minimum) basis.

· Coordinate and maintain certification preparation workshop modules to insure they reflect the types of changes being made to the PMI certification test.

· Oversee the chapter library, which will primarily focus on PMP preparation reference material.

· Prepare monthly status reports for presentation at chapter board meetings.

· Maintain and deliver all permanent records to the position successor as required.

· Assist members with completing their PMP® application.

VICE PRESIDENT OF PROGRAMS

The Vice President of Programs is responsible for the development and delivery of programs relating to project management for each scheduled chapter meeting. The Vice President of Programs will be responsible for the solicitation of input from chapter members for program content. The content of these programs is to be consistent and in accordance with the objectives of the chapter and with majority approval of the chapter board of directors.

Roles Include:

· Develop and maintain individual member "area of interest" lists and work with other board members to determine areas of interest of chapter members for use in program delivery.

· Provide input for the yearly chapter reports to the President for charter renewal.

· Prepare monthly program schedules and agendas showing all planned chapter activities for the program year, including speaker, vendor presentation, etc. Provide to Vice President of Communications and VP Publicity for distribution.

· Direct the presentation of special seminars, meetings and vendor exhibits that the chapter board of directors deems beneficial to the local membership. Assure that chapter meetings do not conflict with the annual PMI meeting.

· Obtain information on future guest speakers at least a month in advance of meetings to provide adequate lead time for the appropriate board members to publicize such events.

· Prepare program and meeting notices for publication and distribution by the Vice President of Communications.

· Prepare monthly status reports for presentation at chapter board meetings.

· Maintain and deliver all permanent records to the position successor as required.

· Maintain speaker guidelines and provide to all potential speakers. Speaker guidelines must be approved by the board of directors.

· Coordinate with Vice President of Professional Development to ensure alignment on program offerings.

VICE PRESIDENT OF LOGISTICS

The Vice President of Logistics is responsible for obtaining facilities for various scheduled chapter and board meetings. The term "facilities" includes any required items, such as meeting room, food and drink, audio-visual equipment and other resources needed for a typical meeting. The scope of this position shall include chapter meetings identified in Article VI – meetings, and other logistical needs of the chapter.

Roles Include:

· Manage all physical arrangements for each chapter meeting.

· Continually assess meeting facilities utilized by the chapter for acceptable accommodations, appropriate accessibility to meeting attendees, price considerations, etc. via word-of-mouth, surveys and other information collection mechanisms.

· Recommend to the chapter board of directors any additions, changes and deletions of meeting facilities.

· Forward meeting locations to the President for approval and distribution.

· Liaisons with the Vice President of Programs for any special presentation equipment for meetings or other chapter functions.

· Monitor and report on requirements, participation levels and general membership feedback.

· Prepare monthly status reports for presentation at chapter board meetings.

· Maintain and deliver all permanent records to the position successor as required.

· Coordinate with online registration service provider (Acteva or equivalent) & reconcile payment.

· Send program details to VP Communications.

· Manage the registration of attendees for all chapter events.
