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VP Programs and Professional Development Operating Guide

Accountabilities from Bylaws:
The Vice President of Programs and Professional Development shall be accountable for the development and delivery of programs relating to project management for each scheduled Chapter meeting. The content of these programs is to be consistent and in accordance with the objectives of the PMI Southwest Missouri Chapter and with approval of the Chapter Board of Directors.  Additionally, this position is responsible for promoting the project management profession through the development of educational publications, seminars, and workshops designed to enhance and expand the skills and knowledge of project managers. 
Specific Job Description and Summary of Tasks

PROFESSIONAL DEVELOPMENT

1) Professional workshops and seminars that develop members’ credentials.
2) Certification examination preparation workshops that reflect PMI certification testing.
3) Collaborate with Educational Institutions and Industry Organizations in promoting and supporting PMBOK.

4) Interface with PMI Headquarters as liaison in Education & Professional Development programs and activities.
5) Educational program schedules, resources, logistical arrangements and publication.
6) Perform mass submission of PDU updates as required.

7) Monthly, periodic, and annual reporting on relevant topics.

8) 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.
9) 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.
10) Portfolio succession planning.
11) Ensure transition or transfer of records to VP of administration.
12) Retention and archival of permanent records associated with the position.
13) Knowledge transfer and transition to the position successor.

PROGRAMS
1) Develop monthly program schedules, solicit speakers, coordinate logistical arrangements, publication, registration and related record-keeping.

2) Develop annual budget.

3) Liaison with professional associations and program guest speakers.
4) Monthly, periodic, and annual reporting on relevant topics.
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) Ensure transition or transfer of records to VP of administration.
9) Retention and archival of permanent records associated with the position.
10) Knowledge transfer and transition to the position successor.
Time Commitment per month (average)
Averages 10-40 hours per month with some variance depending on professional development schedule and activities. 
Important Qualifications or Skills
· PMP Certification

· University Degree

· Teaching experience (1-2 years)

· Project Management experience (>10 years)
· Familiarization with Educational & Professional programs or topics

· Project Management skills and good organizational abilities

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