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Board Position Description
Position Title:  Director of Professional Development
Term Length: 2 years
Position Pre-requisites: 
Position Responsibilities:
· Overview Summary of Board Position Responsibilities:
This position oversees professional development of our chapter members.  This includes organizing and running the yearly certification class (either SHRM or HRCI).  It also includes the Lunch and Learn sessions targeted toward HR executives/Business HRCI credit among our members.
· Annual Requirements:
· Conduct Needs Assessment or use data from previous assessments 
· Schedule about six Lunch and Learn sessions on topics relevant to HR Executives
· Determine topics
· Procure voluntary presenters
· Schedule during months other than summer (usually)
· Arrange for food
· [bookmark: _GoBack]Post on website 
· Send out evaluations afterward to attendees
·  Manager HR Certification Class
· Determine whether SHRM or HRCI each year
· Get topic list from contact at SHRM or HRCI
· Identify one person to run the program (certified) by April
· Identify many certified SMEs to help teach the modules by May - June
· Send out communications to chapter members by June
· Class runs end of August through October
· Work with chapter president to order materials for number of attendees
· Send out confirmations and Agreement to attendees
· Track attendance per Attendance Agreement
· Work with Membership Director to insure sufficient members on Professional Development Team
· Send out code to team members for free attendance at Holiday Luncheon
·  Monthly Requirements:
· Attend Board Meeting
· Prepare update for Board Meeting
· Hold monthly Professional Development Team meetings (most months)
·  Keep minutes and share with team
· Weekly Requirements:
· Send out reminders to speakers on upcoming Lunch and Learns
· Send out reminders to speakers for Certification Classes
· Send out communications as needed to attendees
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