


VICE PRESIDENT OF OPERATIONS:  

· Responsibility for the website and its content – pmi-milwaukee.org
· Hosted by a company called DarkRhino
· DarkRhino offers 30 minutes free sessions that can be used for training purpose ( Claude will show Craig how to schedule one)
· Using a PMI approved platform called Joomla
· All our content is hosted (outside of dropbox) – events, newsletters, emails to members 
· 3 main components we use
· Newsletters for annoncementds to all members
· Event components / mass email – you can associate with an event
· Events – to schedule events

· Responsibility for all the technology tools
· Zoom business account
· Dropbox
· Zoom for meetings
· Hybrid camera
· Zoho for shared folders
· Tool to organize meetings online on mobile phones
· Facebook
· Instagram
· Linkedin
· God knows what else?
· Making sure we run all the right updates
· Responsible for managing any upgrade projects
· Responsible for potentially preparing RFP if we want to change the technology all together

· Understand and manage our contracts with help of Finance
· Inventory the contracts ( from the BMO Harris bank)
· Understand costs
· Look at potential savings opportunities
· Look at needs ( 360 camera as an example )

· Managing technology assets for the chapter
· We need to inventory what we have
· Laptops
· Projectors
· 360 camera
· Etc..
· Locker room to see what we have – Milwaukee ( Craig is in Brookfield)

· Understanding new technology that the chapter can benefit from
· 360 camera – multicast or streaming
· Sharing contact

· Work with other VPs to understand their technology needs starting with VP of Marcomm (social media)

· Drive strategic planning (2022 item) for technology and operations
· Develop list of priorities for 1st part of 2022
· Responsible for setting annual operating budget for operations

· Work with VP of Programs to revisit SofD between the two roles 

· Work with other VPs to support their needs or to ask for help
· Determine needs for volunteers for operations
· Work with new VP of volunteering ( Uma) to develop job profiles and find the volunteers

· Others
· Work with other R2 ( PMI Milwaukee is part of Region 2) chapters to share thoughts on technology and operations
· Attend their quarterly meeting or PMI sponsored operations driven meetings
· Ensure creation and maintenance of specific procedures to Operations for easy onboarding
· Security policy – How we explain to our members how we are protecting their date and their rights to data privacy (ex : if someone wants to quit -etc…)
· Records management – backups, archivals ,etc..
· Work with President elect to make sure the bylaws are up to date as it relates to Operations
· Work with other VPs to understand their reporting needs , in particular new VP of membership
· Help establish key metrics for operations ( we need to decide who is going to own metrics but Operations will have to play a key role in getting the information if it is website related)

· Support / Troubleshoot - ongoing
· Issues with registration
· Issues with website
· issues with email etc..

· Email for PMI Operations

· Introduce Craig as new VP of Operations in a newsletter type format
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