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Board Position Description

Position Title: Programs Director
Term Length: 2 years
Position Pre-requisites: None
Position Responsibilities:
· Overview Summary of Board Position Responsibilities: To schedule and complete (6) monthly chapter meeting programs, (1-2) evening chapter meetings, and (1) member Holiday Luncheon. Obtain (10) monthly chapter meeting sponsors. 

· Annual Requirements:
·  Obtain member feedback on topic suggestions for monthly chapter meetings.
·  Plan member Holiday Luncheon.

· Monthly Requirements:
· Attend monthly board meeting.
· Schedule monthly chapter meetings/evening meetings.
· Obtain monthly sponsors.
· Obtain HRCI/SHRM credits for chapter meeting presentations.
· Create speaker ‘Thank You’ gifts.
· Email chapter meeting surveys and HRCI credit to attendees.

· Weekly Requirements:
· Provide program and sponsorship information to Communications Committee for website and membership communication pieces.
· Confirm speaker and sponsor—location, timeline, set-up needs.
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