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POSITION DESCRIPTION

Title:



Program Chairperson

Date of Last Revision:

September 8, 2018
Position Summary:

Manage the program committee in designing, developing, evaluating, and continuously improving monthly and ad-hoc professional development offerings for the chapter membership. 

Responsible To: 

The members of the chapter

The chapter president 

Responsibilities:

· Chair meetings of the program committee to select topics and speakers for monthly educational program as well as ad-hoc seminars in order to provide professional development opportunities to chapter members.

· Recruit members to serve on program committee.

· Coordinate with other members of the chapter board of directors to advance the mission of JSAHR.
· Proactively source speakers for monthly educational presentation

· Serve as resource to committee members in planning and developing monthly speaker program.

· Work with potential speakers to explain program requirements and evaluate speaker proposals.

· Work with potential speakers to develop program content that meets professional development needs of JSAHR members.

· Submit finalized program descriptions to HRCI and SHRM for continued education credits.

· Provide finalized program descriptions to Chapter Administrator and News Editor for communication to chapter members and community to facilitate program registration.

· Introduce the speaker to chapter members at beginning of presentation.

· Help Sponsorship committee identify sponsorship opportunities when contacting potential speakers.

· Make necessary equipment arrangements for successful program presentation.  

· Review program evaluations for feedback for continuous improvement and planning future events.

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

· Develop a budget and build business cases to present to the board to justify spending and projected ROI in support of short-term and long term strategic planning initiatives to attain committee’s goals.

· Represent the chapter in the human resources and business community.

· Attend all monthly membership and board of directors meetings.
· Develop volunteer project assignments that clearly articulate responsibilities, skills needed and time commitment. Work with volunteer coordinator and Communications/Social Media Committee to post project assignments. Utilize these project assignments as part of volunteer recruiting and interview process.

· Work with Communications/Social Media Committee to publish events and noteworthy committee accomplishments.

· Submit committee’s accomplishments to president for consideration in the SHRM Affiliate Program for Excellence (SHAPE) and Pinnacle award applications.

· Upon completion of the position’s term, assist the incoming Legislative Chairperson to assure a smooth transition of responsibilities and continuity of knowledge and resources.

· Complete other assignments as requested by the president or the board of directors. 

Competencies

· Business Acumen – The ability to understand and apply information with which to contribute to the organization's strategic plan.

· Communication – The ability to effectively exchange information with stakeholders.

· Consultation – The ability to provide guidance to organizational stakeholders.

· Critical Evaluation – The ability to interpret information with which to make business decisions and recommendations.

· Ethical Practice – The ability to integrate core values, integrity, and accountability throughout all organizational and business practices.

· Global & Cultural Effectiveness – The ability to value and consider the perspectives and backgrounds of all parties.

· HR Expertise (HR Knowledge) – The knowledge of principles, practices, and functions of effective human resource management.

· Leadership & Navigation – The ability to direct and contribute to initiatives and processes within the organization.

· Relationship Management – The ability to manage interactions to provide service and to support the organization.

Requirements: 

· Familiar with HR bodies of knowledge
· Knowledgeable in leading edge thinking in the fields of HR and Organizational Development

· Skilled in program development and management

· Passionate about developing HR professionals

· Willing to commit time voluntarily
Resources Available:

· SHRM supplies the following resources for Programming
· SHRM Affiliate Program for Excellence (SHAPE) Planning Workbook

· Chapter Best Practices

And MUCH MORE…available online at www.shrm.org/vlrc


It will be your responsibility to work with the president, board of directors and membership to advance the society and to faithfully perform the duties of your position as prescribed in this document and the chapter bylaws. You willingly accept the responsibilities of this position. If at any time you are unable to fulfill these responsibilities for personal and/or professional reasons you have an obligation to the board of directors and membership to relinquish this role and assure a smooth transition.
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