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	Leader Position Description
Vice President



	Position Summary
	


Manage the development and provision of programs, workshops, seminars, and other services provided by the chapter.  Direct the activities of the Chapter Education Committee.
	Responsible To
	


The Chapter President
The members of the chapter

	Responsibilities
	


· Direct and support the activities of members of the Chapter Education Committee.  Coordinate activities to support the chapter’s mission.  Recruit members to serve on the committee.
· Chair meetings of the Chapter Education Committee to select topics and speakers for seminars and workshops to provide in-depth and timely professional development opportunities for members.

· Contact potential speakers and make arrangements for selected meetings.

· Provide information regarding programs and services to members, potential members, and others, through presentation, written communications, and personal contact.

· Gather speaker and program information
· Make arrangements with site for monthly meetings.  Work with site staff to resolve issues.

· Keep abreast of developments in the human resources field in order to provide timely programs and services.

· Act as liaison between the Board and the committee.

· Attend all monthly membership and Board meetings.

· Participate in the development and implementation of short-term and long-term strategic planning.

· Represent the chapter in the Human Resources Community.

· Complete other assignments as requested by the President or the Board.
	Resources
	


http://www.shrm.org/Communities/VolunteerResources/ResourcesforChapters/Pages/CHAPRprof.aspx
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