PRESIDENT-ELECT

Position Summary:  Assist the President in overseeing all the activities of the chapter.  In the absence of the President, perform all the Presidential responsibilities. Coordinate chapter seminar series and activities to promote professional certification.
Responsible To: 

The members of the chapter

The Chapter President 

Responsibilities: 

· Chair Professional Development and Certification Committee. (See Certification Chair job description for additional information relevant to Professional Development and Certification Committee).

· Contact potential speakers and oversee arrangements for chapter seminars, including site selection and promotional activities.

· Provide seminar and speaker summary to V.P. for Communication prior to newsletter submission deadline 3 months before seminar date. 

· Collaborate with other community organizations, such as the chambers of commerce to promote seminars.

· Request HRCI pre-approval for re-certification credit at least 4 weeks prior to seminar.  Follow up with HRCI before seminar if pre-approval not received. 

· Secure sponsorships to cover costs of speaker fees, food and beverages, space rentals, etc.

· Ensure that seminars stay within budget and meet pre-determined deadlines and goals. 

· Collect and deposit payments from seminar registrants.  Maintain detailed records of seminar payments.  Records should include payment amount, check #, date, name of registrant(s), and copies of checks.  Provide copy of deposits and checks to V.P. for Finance.  

· Provide certification of completion to all seminar participants.

· Review program evaluations for feedback to be used in planning future events.

· Attend all (and preside over, if necessary) monthly membership and Board of Directors meetings.
· Participate as NEASHRM representative on WTC Board of Directors
· Subject to approval of Board of Directors, represent chapter as incoming President at SHRM Leadership Conference, generally scheduled in November.

· Participate in the development and implementation of short-term and long-term strategy planning for the chapter.

· At end of term, assist President with completion of SHAPE Plan.

· Assist President with other chapter management functions and special projects. 
· Represent the chapter in the Human Resources community. 

Resources Available:

· SHRM supplies the following resources for Chapter Presidents-Elect

· Chapter Achievement Plan

· Chapter Best Practices

· Chapter Financial Support Program

· Guide to Chapter Financial Management

· SHRM-Approved Graphics

· SHRM Leaders Guide 

· SHRM Strategic Planning Toolkit

· And MUCH MORE…available online at http://www.shrm.org/chapters/resources/chaphelp.asp 
Revised 03/19/2008


