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Executive Board Member: Vice-President of Programs

Description of Responsibilities:

· Oversee activities of Chapter Programs, including: selection and coordination of program topics/facilitator, location, food, facilitator needs, audiovisual requirements and special activities.  
· Manages the registration process including providing the registration list and check-in.

· Partners with the VP of Communication and the VP of Marketing to post timely information in the newsletter, on the website and through e-mail blasts for programs and events.

· Partners with the VP of Finance in financial reporting, paying for bills for programs, and maintaining a close-to-break-even budget.

· Collects and organizes program evaluation results and analyzes for continuous improvement through paper evaluations and Survey Monkey (annual subscription) and reports the results to the Executive Board each month.

· Ensures programs are in-line with chapter goals/ CPLP/ CFC-ASTD member input.

· Works with Professional Development to ensure HRCI credits are issued for events that qualify for HRCI credits.
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