RICHMOND SHRM BOARD POSITIONS – JOB DESCRIPTIONS

Job Title: 

EACH BOARD MEMBER

Qualifications:

National Professional SHRM Member
Summary:
Displays initiative in carrying out the mission, annual goals and plans of the Chapter
Duties:
· Carries out all duties contained in the appropriate job description or as directed by the Chapter bylaws, the President or the Board
· Demonstrates awareness and actively promotes diversity in carrying out all duties
· Attends all monthly Board meetings and actively greets new members at the monthly Chapter meetings. If a board meeting is missed, a written report is sent to all Board members for inclusion in the minutes. If more than 3 meetings are missed, the Board has the right to review and possibly request a resignation
· Participates in the strategic planning process to perpetuate the mission of the Chapter

· Submits articles for the website to the Secretary/Communications Director on a timely basis each month to support achievement of the annual goals and plans of the Chapter and to publicize the Chapter’s monthly programs and other special events
· Promptly submits invoices and receipts for approved budget items along with appropriate documentation to the Director of Finance for payment
· Abides by the Chapter’s Code of Ethics and exemplifies the professionalism of the human resources profession.
Job Title:

PRESIDENT
Reports To:

The Board

Qualifications:

National Professional SHRM Member

Experience in Association Relations, Chapter Development, Community Relations, and Member Development

Summary:
Assures management accountability for the Chapter
Duties:

· Provides overall coordination of Chapter functions during the current calendar year term through direction to Board members in support of the Chapter Activity Plan 
· Presides over monthly Board and Chapter meetings and hosts monthly speakers

· Serves as liaison between the Chapter and the Society for Human Resources Management
· Chairs the Nominating Committee to assure the succession of competent member volunteers through the various Board positions
· Oversees the succession process and transition of positions among Board members prior to the start of the calendar year term
· Chairs the Audit Committee to ensure the integrity of the financial records of the Chapter.  Ensures a formal audit is performed every other year
· Chairs the Steering Committee to assure implementation of the Board’s strategic planning process
· Prepares and publishes an annual report for the Chapter in the January newsletter or other appropriate medium
· Attend State Council Meetings or find Board replacement to attend 

· Attend State Conference, National Conference, Leadership Conference and All Star Awards event.
Job Title:

PAST PRESIDENT

Reports To:

President

Qualifications:

National Professional SHRM Member

Summary:
Advocates and leads fundraising for the SHRM Foundation, assists with volunteer recognition and placement and provides counsel to the President and other Board members.

Duties:

· Serves as liaison between the SHRM Foundation and other allied human resource associations 

· Serves as the SHRM Foundation coordinator for the Chapter

· Completes requirements for SHRM Foundation Chapter champion, including holding fundraising events, publishing articles about the Foundation’s work, and insuring that a Chapter donation is made to the Foundation

· Advisor to the current President, serving on projects/committees the President deems appropriate

· Serves in the absence of the President and assumes any other Board position on an interim basis should the President request

· Serves on the Nominating Committee and other committees as necessary

· Volunteer recruitment and recognition duties

· Makes recommendations for high-level volunteer roles such as committee head, special project leadership and/or staffing board roles if vacated during the year

· Leads the Volunteer Recognition committee and oversees the  volunteer recognition program 
Job Title:

PRESIDENT ELECT

Reports To:

President

Qualifications:

National Professional SHRM Member

Experience in Association Relations, Chapter Development, Community Relations, and Member Development

Summary:
Coordinates the Chapter development functions of the Board and prepares to assume the role of President.
Duties:

· Performs duties as chief operating officer

· Oversees, with the President, staff and Executive Committee of the Board, coordinating the efforts of the Director of Finance and the Secretary/Communications Director
· Documents and submits Chapter accomplishments from previous year in National Merit Recognition Program/Chapter Activity Plan

· Responsible for assembling and organization of Director’s Monthly Board Reports

· Plans and helps facilitate the Board’s annual strategic planning process that includes a specific planning session for this purpose

· Steward for the advancement of the Strategic Plan

· Serves on the Nominating Committee to assist the President

· Assists the Past President in serving in the absence of the President as needed
Job Title:


SECRETARY/COMMUNICATIONS DIRECTOR 
Reports To:


President Elect 
Qualifications:

National Professional SHRM Member
Knowledge and affinity for technology to include basic web knowledge, social media and ability to work within content management system. Basic understanding of page layout and experience with printing and other graphic related vendor relations

Summary:
Manages internal and external communications activities for the Board and directly responsible for internal communications.
Duties: 

· Coordinates the efforts of the Public Relations Director 

· Liaison with staff for board minutes and communications to ensure timely recording of minutes and maintenance of dated copies of minutes from each Board meeting  

· Ensures staff distribution of copies of minutes to Board members prior to the next Board meeting 

· Maintains records of electronic business of the board and voting matters to membership.  

· Drafts and issues resolutions on matters that come to the attention of the Board 

· Maintains job descriptions for all Board member positions and reviews them with the Board at least once per year 

· Maintains historical archives of the Chapter by collecting appropriate news clippings and other media exposure

· Edits monthly Chapter articles and newsletter, and establishes a deadline schedule
Job Title:

PUBLIC RELATIONS DIRECTOR
Reports To:

Secretary/Communications Director

Qualifications:

National Professional SHRM Member
Summary:
Responsible for external Chapter communications, public relations and Chapter branding
Duties:

· Working with the Board, communicate the Chapter’s value proposition 

· Ensure that external materials are updated which define the Chapter’s purpose, programs and services to potential members, organizations with mutual interests and the pubic at large

· Coordinates all media contact (newspapers and other print media, TV, radio, websites, etc.) announcing Chapter meetings, activities and Board member appointments as appropriate
· Monitor local and regional media and develop relationships with writers/editors of appropriate media

· Identify subject matter experts within Richmond SHRM and create press kit featuring these SMAs and other internal resources

· Regularly compile data from members through surveys, interviews, industry knowledge for external promotion of the Association
· Writes press releases
· Coordinates photo shoots
· Arranges media interviews
· Working with the appropriate Board members, gathers information on calendar events and speakers to develop publicity materials for Chapter programs and coordinates website updates with the Secretary/Communications Director
· Coordinates the development and distribution of all external publicity for Chapter programs
· Submits Chapter activity news to SHRM’s Chapter communication
Job Title:

FINANCE DIRECTOR
Reports To:

President Elect

Qualifications: 

National Professional SHRM Member

Summary:
Manages accounts for all monies received and disbursed to support the Chapter’s operations
Duties:
· Responsible for financial reporting and budget management
· Staff liaison for financial issues
· Maintains an accurate accounting of all monies received and disbursed in support of Chapter operations
· With the President-Elect, and feedback from board members, prepares the annual budget for presentation to the Board in November for the upcoming year
· Serves as custodian of the Chapter’s checking and other banking accounts and monitors the stability and competitiveness of interest and/or dividends earned
· Makes deposits in Chapter’s banking accounts and executes other financial transactions in a timely manner according to the approved budget and other Board actions
· Oversees the preparation and submission of annual income tax returns for the Chapter
· Provides the Board a Year-to-Date Budget Report, Monthly Financial Transactions Report, Balance Sheet, and Reconciled Bank Statements at each monthly Board meeting
· Arranges for outside audit to be performed every other year or at the President’s request.
Job Title:

VICE PRESIDENT – COMMUNITY LEADERSHIP
Reports To:

President

Qualifications:

National Professional SHRM Member
Summary:
Coordinates the community relation functions of the Board
Duties: 

· Serves as liaison with local workforce and economic development agencies and initiatives
· Develops programs designed to increase the Chapter’s visibility in the community such as a speaker’s bureau and human resources related tasks provided to non-profit organizations

· Serves on the Steering Committee to assist the President

· Solicits member volunteers to assist in community projects

· Serves as Chair of the Contribution Committee that initiates where charitable contributions will be spent and determines amounts

· Coordinates the efforts of the Strategic Alliances Director

· Oversees with the committee chairs the following committees:

· Employer All Stars Awards Committee

· Government Relations Committee

Job Title:

STRATEGIC ALLIANCES DIRECTOR
Reports To:

VP Community Leadership
Qualifications:

National Professional SHRM Member

Summary:
Responsible for setting strategy for community partnerships with non-HR related groups
Duties:

· Oversees with the committee chairs the following committees:

· Community Collaborations Committee

· Community Outreach Committee/Interface with Local Organizations

· HR Strategist of the Year (Titan) Committee

· Works with the Public Relations Director to develop a media strategy to reach out to non-HR related groups to communicate the Chapter’s value proposition

· Identify growth opportunities and develop business cases

Job Title:

VICE PRESIDENT – BUSINESS DEVELOPMENT

Reports To:

President

Qualifications:

National Professional SHRM Member

Summary:
Responsible for all aspects of fund development and related activities to maintain the financial stability of the Chapter

Duties:

· Oversees the activities of the Business Partnerships Director

· Oversees the activities of the Senior HR Leaders Council
· Oversees with Committee chairs the following Committees:

· Development Steering Committee

· Conference Committee

· Ongoing management of strategic partnerships. Set and manage performance metrics
· Manages the Chapter's Sponsorship function

Job Title:

BUSINESS PARTNERSHIPS DIRECTOR
Reports To:

VP Business Development

Qualifications:

National Professional SHRM Member

Summary:
Responsible for developing a strategy to develop partnerships with leading employers in the Greater Richmond area
Duties:

· Structure and negotiate partnership agreements with leading employers in the Greater Richmond area

· Act as liaison between business partners, the Board and Chapter members by facilitating information exchange

· Oversees the activities of the Fund Development/Sponsorship Committee

· Introduces and/or hosts sponsors at monthly meetings

· Partner with the Senior HR Leaders Council on a strategy for fund development specifically as it relates to Chapter programs and conferences
Job Title:

SENIOR HR LEADERS COUNCIL DIRECTOR

Reports To:

VP Business Development

Qualifications:

National Professional SHRM Member

Summary:
Responsible for ensuring we meet the needs of senior HR leaders in the Greater Richmond area
Duties:

· Define the Chapter’s value proposition for senior HR leaders
· Works with the Board on strategic and tactical management planning

· Oversee the creation of a Council which will serve as an advisor on HR issues for executive members of Richmond SHRM

· Manage the flow of information from the Council to the Board and determine how that can have an impact on the Chapter

· Act as an advisor to the Chapter on program development and professional development opportunities

· Partner with the Business Partnerships Director on a strategy for fund development specifically as it relates to Chapter programs and conferences

Job Title:

VICE PRESIDENT – MEMBER ENGAGEMENT
Reports To:

President/President-Elect

Qualifications:

National Professional SHRM Member

Summary:
Responsible for the strategic oversight of member engagement
Duties:

· Identify the value proposition of affiliation with Richmond SHRM and develop a program to attract new members and affiliates

· Creates and implements the strategy for Member Engagement
· Coordinates efforts of the Member Services Director

· Coordinates the efforts of the Diversity Director

· Conducts membership surveys as requested by the President or Board.

· Serves on the Executive Committee to assist the President

· Manages the committees assigned to the Vice President:

· Leadership Development/Nominating/Succession Planning Committee: 

· Student Chapters Committee: 

Job Title:

DIRECTOR – MEMBER SERVICES
Reports To:

Vice President – Member Engagement

Qualifications:

National Professional SHRM Member

Summary:
Manages services and engages members and potential members of the Chapter.

Duties:

· Serves as liaison to Staff for :

· Inquiries concerning memberships from SHRM, and prospective and current members

· Maintenance and accuracy of the membership database 

· Reconciliation of quarterly SHRM member listings against the Richmond SHRM database to acquire credit for national members-at-large. Identifies non-renewing national members and attempts to retain them. 

· Updating member directory on website at least quarterly

· Manages the committees assigned to the Director:

· Volunteer Awards and Recognition Committee:

· New Member Recruitment Committee: 

· Meetings and Programs Welcome Committee

· Serves as the Volunteer Coordinator for the Board, tracking and soliciting volunteer support for Chapter activities

· Keeps a list of volunteers and volunteer needs
Job Title:

DIVERSITY DIRECTOR
Reports To:

Vice President – Member Engagement
Qualifications:

National Professional SHRM Member

Summary:
Responsible for the strategic oversight of the chapter’s diversity program
Duties:

· Develop a strategic plan to define and strengthen diversity in the chapter

· Define diversity for chapter

· Chair the chapter’s diversity council, the Richmond Area Diversity Roundtable (RADR)

· Partner with other professional organizations to strengthen the chapter’s efforts

· Coordinates the activities of the student chapters

· Manages the committees assigned to the Director

· Diversity Partners

· Communications as they relate to diversity
· Diversity-related Programs

· Strategic planning as it relates to diversity

· Collaborate with the Directors of Programs, Sponsorship, Public Relations and Communications to interface diversity into all aspects of the chapter

Job Title:

VICE PRESIDENT - PROFESSIONAL ADVANCEMENT
Reports To:

President
Qualifications:

National Professional SHRM Member




PHR or SPHR Certification

Summary:
Coordinates all professional development activities for the Chapter and promotes professional certification
Duties:
· Maintains liaison with the Human Resources Certification Institute and organizations that offer SPHR/ PHR certification and recertification resources
· Promotes the pursuit of professional certification by assisting Chapter members with HRCI registration and by facilitating the organization of independent study groups
· Serves as liaison to the Professional Assistance in Career Enhancement (P.A.C.E.) group and reports its activities to the Board
· Coordinates the Chapter’s support to student chapters and student chapter sponsors at local colleges in applying for certification with SHRM and participating in SHRM’s Student Chapter Merit Award Program.  Works with Director of Special Programs and/or Student Chapter Committee Chair

· Organizes and plans professional development opportunities such as mini-workshops and seminars
· Coordinates the efforts of the Programs Director

· Coordinates the efforts of the Special Events Director

· Manages the committees assigned to the Vice President:
· Research and Best Practices Committee

· HR Trends

· Coaching and Mentoring

Job Title:

PROFESSIONAL DEVELOPMENT DIRECTOR
Reports To:

Vice President – Professional Advancement
Qualifications:

National Professional SHRM Member

Summary:
Liaisons with all areas of the chapter to manage plan and execute special events.
Duties:

· Manages any and all special events that may arise during the year

· Manage job fairs that Richmond SHRM may be asked to be included in
· Partner with Director of Member Services to host New Member events

· Partner with the Sponsorship Committee on special events that drive revenue

· Partner with the Richmond SHRM conference committee

· Manages the committees assigned to the Director:
· Networking Committee

· Pace Committee

· Job Fairs

· SIG’s and other special events

Job Title:

LEARNING EVENTS DIRECTOR
Reports To:

Vice President – Professional Advancement
Qualifications:

National Professional SHRM Member

Summary:
Manage all aspects of developing and planning programs for Richmond SHRM membership meetings
Duties:

· Submit programs to the board for approval

· Manage process in obtaining speakers for monthly meetings

· Coordinate with Sponsorship Committee to drive sponsors to specific and relevant  programs

· Coordinates the publishing of the annual programs calendar to be distributed in the first quarter of the year

· Coordinates arrangements for speakers including transportation and lodging, hosting and speaker introduction and audio-visual equipment and room set-up.

· Manage the committees assigned to the Director:
· Meetings Committee

· Workshops Committee

· HR Certification Committee
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