2009 Board Positions and Roles

The Board positions, with the exception of President Elect, are 2-year commitments (2009-2010).  The following positions are available for the Sept/Oct 2008 election ballot are: 

· President Elect 

· VP Communications 

· VP Finance 

· VP Membership  

· VP Professional Development

President Elect is a 3 year commitment (President Elect in 2009, President in 2010, and Past President in 2011).

If you are interested in applying for a Board position, complete the Nominations Form 
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, and send it to Board.Nominations@pmicvc.org.

Here is the list of roles and responsibilities and key criteria for each of the candidate offices for 2009.   

All Board members are responsible for: 

· Attending all Board meetings
· Attending all possible chapter events as a visible member of the Board
· Attending and contributing to all annual planning and strategy sessions
· Collaborating with other Board members with initiatives that cross over Board responsibilities
· Attending leadership meetings as applicable
· Keeping up on duties and responsibilities for their Board position
· Sponsoring committees to fulfill Board responsibilities
· Promoting PMI CVC and its initiatives and values at business and Pm community events
· Building positive and proeductive relations between Pmi CVC and the local community
· Developing and maintaining policies and procedures documents and other materials for the Board position on Sharepoint
· Contributing and maintaining information on the PMI CVC website and newsletter
· Prepare monthly status reports for presentation at chapter board meetings.

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

· Prepare annual budget, track income and expense items, and report progress against the budget to the VP of Finance.
Additional responsibilities for the 2009 Board positions are: 

President Elect

Roles and Responsibilities

The President-Elect shall assume all duties and responsibilities of the President in cases of temporary absence or incapacitation.  

· Assume all duties and responsibilities of the President in case of temporary absence or incapacitation.

· Chair the chapter Board of Directors meetings in the absence of the President.

· Has signature authority commensurate with the President in his/her absence.

· Maintain the chapter Constitution and By-laws. 

· Coordinate the yearly review of the chapter Policies and Procedures.

· Coordinate the yearly Board of Director Transition Meeting. 

· Partner with chapter board members to determine long term needs that will support the strategic goals of the chapter.

· Maintain Cooperative Agreement documents PMI CVC has made with outside organizations.

Important Qualifications or Skills

· Vision 

· Dedication to the organization

· Some public speaking; or at least to the degree of being comfortable chairing Board meetings and/or conducting business from the podium for dinner meetings

· Knowledge of the PMI CVC organization, GOC and component operations (this can be learned on the job)

· All of the usual soft skills required for a supervisory / management role

VP Communications

Roles and Responsibilities

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. 
The roles and responsibilities are as follows:

· Notify membership of PMI CVC events, elections, job postings, and other communications. 

· Manage and publish the bi-monthly newsletter.

· Document Meeting Minutes from the monthly Board of Directors meeting and distribute as appropriate.

· Obtain current Data Exchange Program (DEP) files as needed for use in mailing Chapter event notices, newsletters and the Annual Report. 

· Manage contracts for outsourcing of web hosting, domain name registration, online registration tool, merchant account service, Board of Directors collaboration site (SharePoint), conference call service and other web services as needed. 

· Manage all website and mail list sponsorship advertising and ensure payment for sponsorships occurs.

· Working with other Board members as needed, maintain website and implement new pages. 

· Coordinate an annual review of the website with other Board members (and Chapter members as needed). 

· Set up and maintain mail list contact groups, on-line registration, and email accounts.

· Respond to website, mail list and online registration comments and questions. 

Important Qualifications or Skills

· Commitment
· Writing skills
· Basic understanding of website design and computer fundamentals
· Understanding of good design principles for website content management
· Basic understanding of HTML is beneficial
· Ability to motivate and lead team members
VP Finance

Roles and Responsibilities

The Vice President of Finance is responsible for ensuring the chapter adheres to good accounting principles, manages and controls the chapters finances;

The roles and responsibilities are as follows:
· Pay all bills for the chapter

· Work with CPA to complete

· Charter renewal

· Federal tax return

· State tax return

· Yearly compilation

· Yearly renewal of incorporation

· Deposit monies received at events

· Update all bank transactions to QBOL

· File bank statements to Sharepoint

· Use data from Cvent to track all free meeting attendance and report it to the board

· Keep all documentation up to date

· Enter manual credit card payments into Paypal

· Post monthly report to Sharepoint

· Approve reimbursement expenses submitted by board members

· Track all income and expenses against budget by allocating all transactions to the proper category in QBOL

· Insist that there be a receipt for all expenses to be reimbursed

· Check the chapter mailbox and distribute mail on a regular basis

Important Qualifications or Skills
· Good attention to detail

· Understanding of Chapter functions

· Ability to work against a budget

· High level accounting understanding
· Previous experience in a similar role helpful

VP Membership

Roles and Responsibilities

The Vice President of membership is responsible for the collecting and disseminating membership statistics and information, for welcoming new members, and following with members on membership issues.

· Develop and track an annual membership plan.

· Welcome new members (send letters, provide gifts, invite them to the chapter meetings and other events).

· Manage “guest pass” program.

· Follow-up with members that do not renew membership to determine reason for non-renewal. 

· Contact prospective members. 

· Provide information about the chapter at events, and follow up with member information requests.

· Obtain current Data Exchange Program (DEP) files as needed for use in analyzing membership statistics and reporting membership totals

· Analyze statistics on members, new members, non-renewal and transfers, and new certifications (PMP, etc). 

· Manage information display at chapter events.  Keep the information current and relevant. 

Important Qualifications or Skills
· Communication

· Enthusiasm for the PMI CVC chapter

· Knowledge of PMI, PMP is a positive

VP Professional Development

Roles and Responsibilities
The Vice President of Professional Development is responsible for promoting Project Management Professionalism through the development of educational publications, seminars, and workshops designed to help Project Managers in their professional development. 

The responsibilities of the VP of Professional Development are as follows:

· Research and communicate on-going educational opportunities for chapter members and the Project Management community.

· Arrange for professional workshops and seminars designed to improve skills of chapter members and community project management professionals.

· Work with local educational institutions to enlist their support of Project Management Professionalism through PMI and the local chapter and Project Management course offerings.

· Partner with educational institutions to promote and support project management learning by providing board and/or chapter volunteer speakers (based upon availability).

· Working with the VP-Communications, actively pursue registrations and paid attendance by the public at large to PM workshops, and other educational seminars and events.

· Be familiar with the CCR program criteria and procedures for issuing PDU credits and ensure chapter programs are registered with PMI.

· Assure that the chapter’s programs offered for PDU credit are reported to the PMI record keeping service.

· Be the point of contact for questions concerning program reports or participation in the reported programs.

· Assure that records of attendance in the reported programs are maintained.

· Assure that certificates or other indications of participation in reported programs are issued to participants.

Important Qualifications or Skills

· Familiarization with Educational and Professional programs or topics

· Event planning

· Organizational skills

· Negotiation skills
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2009 - PMI CVC Board of Directors Nomination Form




Please complete by typing into the appropriate fields and return to Board.Nominations@pmicvc.org. NLT August 31, 2008.

		Name:

		



		Board Position(s) of Interest: 


(please check box)

		 FORMCHECKBOX 


		President-Elect



		

		 FORMCHECKBOX 


		VP – Communications



		

		 FORMCHECKBOX 


		VP - Finance



		

		 FORMCHECKBOX 


		VP - Membership



		

		 FORMCHECKBOX 


		VP – Professional Development



		Prior PMI Chapter Committee/Board Work: 


(add rows or  continue below contact information if needed)

		Chapter

		Committee

		Year(s)



		

		Example:  CVC

		Membership

		1999 -2001



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		Current Organization/ Employer:

		



		Current Work Title/Role:

		



		Work Experience Summary:


		



		Educational Summary:

		



		Other Professional Organizations, Certifications, and Involvement

		



		Reason for Nomination: (maximum of 100 words)



		





Contact Information


		Preferred Phone:

		



		Preferred Email:

		

















 Please return to Board.Nominations@pmicvc.org.
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