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VP Marketing and Communications Operating Guide

Accountabilities from Bylaws:
The Vice President of Marketing and Communication shall be responsible for publicity of the local PMI Southwest Missouri Chapter and PMI to internal and external publications and through collaborating with local businesses. This position should also promote the project management profession through the planning and coordination of special events, as identified by the Chapter Board, designed to enhance and expand the skills and knowledge of project managers.  In addition, VP Marketing and Communication shall be responsible for promoting the local chapter through publications, newsletters, web media and other documentation designed to enhance and expand the Chapter and PMI.
Specific Job Description and Summary of Tasks

MARKETING

1) Identify the market segments for SWMO PMI Chapter. The market segments may include members, non-members/prospects, local project focused organizations, prospective vendors and partners.
2) Develop value proposition for each of the market segments.
3) Communicate value proposition to each of the market segments thru various means.

4) Branding/Establishing a brand for the local chapter.

5) Develop alliance/partnership with local organizations to advance project management profession within SWMO region.

6) Plan and conduct presentations/ brown bag meetings about PMI Chapter in the companies/ organizations to promote the local chapter.

7) Participate in trade shows and conferences to promote the local chapter.

8) Recruit Sponsors.
9) Recruit Registered Company Coordinators (RCCs) for corporate outreach.

10) Develop chapter’s annual report.

11) Conduct membership survey on regular basis (once in 3-6 months) to collect feedback for improvements and ideas for growth.

12) Develop business cards for board members.

13) Develop an annual operating budget and forward to the Board for inclusion in the annual application for charter renewal.

a. Project committee expenses based upon historical activity and next year’s anticipated expenses.

14) Attend all board meetings, strategy sessions, and monthly meetings.

a. Missed meetings - Coordination will need to occur to transfer required materials to another board member for proper presentation.

15) Portfolio succession planning.
16) Retention and archival of permanent records associated with the position.
17) Knowledge transfer and transition to the position successor.
Communications
1) Develop contents for various kinds of communication needs for the members, prospects, organizations, sponsors and vendors.

2) Ensure timely and accurate communication to everyone.

3) Post monthly meeting announcements on events calendar of various newsletters, business journals and TV channels.
4) Publish monthly/periodic newsletter.

5) Develop an annual operating budget and forward to the Board for inclusion in the annual application for charter renewal.

a. Project committee expenses based upon historical activity and next year’s anticipated expenses.

6) Attend all board meetings, strategy sessions, and monthly meetings.

a. Missed meetings - Coordination will need to occur to transfer required materials to another board member for proper presentation.

7) Portfolio succession planning.
8) Retention and archival of permanent records associated with the position; and

9) Knowledge transfer and transition to the position successor.
Time Commitment per month (average)
Averages 10-40 hours per month 
Important Qualifications or Skills
· PMP Certification

· University Degree

· Project Management experience (>10 years)
· Experience/Exposure to marketing activities

· Excellent communication skills
· Excellent writing skills

· Project Management skills and good organizational abilities

· Good people skills
· Comfortable leading and facilitating events; public speaking
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