
V.P. FOR PROGRAMS

Position Summary:

Develop and implement programs for monthly chapter meetings.  Coordinate arrangements for all meetings.  Plan social functions of chapter. 

Responsible To: 

The members of the chapter

The Chapter President 

Responsibilities:

· Survey chapter members to determine preferences for monthly programs and social functions.

· Chair meetings of the Programs & Entertainment Committee to explore topics and speakers for monthly programs in order to provide information on topics of broad interest to chapter members.

· Contact potential speakers and make arrangements for selected meetings.  

· Arrange for “national” speaker provided by SHRM to 100% chapters.

· Promote upcoming programs through newsletter, website, email, and announcements at chapter meetings.

· Coordinate meeting or event details with on-site coordinator at meeting location.  Contract for food and beverages, seating arrangements, audio-visual needs, and other meeting needs.

· Review final preparations for meetings to ensure that programs run smoothly.

· Compile results of program evaluations for feedback to be used in planning future events.

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

· Represent the chapter in the Human Resources community.

· Attend all monthly membership and Board of Directors meetings.

Resources Available:

· SHRM supplies the following resources for Chapter Program Chairs

· Chapter Best Practices (including program ideas)

· Guide to Hosting an SHRM Speaker

· SHRM Leaders Guide 

· SHRM Speakers Bureau

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