


General Vice President Responsibilities 

 
0. Adhere to the PMI® Code of Ethics and Professional Conduct. 
0. Regularly attend PMI Milwaukee sponsored events, BO meetings and other designated events in accordance with the PMI Milwaukee Bylaws. 
0. Establish and maintain open communication with PMI Milwaukee Board members, volunteers and other appropriate individuals such as Regional counterparts. 
0. Prepare and present status report(s) at PMI Milwaukee Board meetings for area of responsibility. 
0. Prepare and submit an annual budget to the Vice President of Finance and: 
0. Manage revenue and expenses per the Board-approved annual budget. 
0. Report significant variances (positive and negative) to the Board. 
0. Obtain Board approval for all non-budgeted expenses. 
0. Oversee strategic planning and development of new products and services in area of responsibility based on the PMI Milwaukee strategic plan, membership feedback, stakeholder needs and PMI® direction. 
0. Appoint and oversee, as specified in the PMI Milwaukee Bylaws, appropriate directors and operating committees composed primarily of PMI Milwaukee members. 
0. Submit contributions for the monthly PMI Milwaukee newsletter as appropriate to the Vice President of Communications & Marketing or designated representative. 
0. Ensure accuracy of information displayed on the PMI Milwaukee web site applicable to area of responsibility. 
0. Mentor the Directors as needed to ensure that they understand what is expected of them. 


VP of volunteering – PMI Milwaukee SE WI Chapter 

Responsible for recruitment and/or retention of volunteers, support all existing and future programs with their need for volunteers
· Maintain database of volunteers
· All the volunteers we know we need that we don’t 
· As new VPs coming in, identify the new needs that we are trying to fill yet
· Maintain job profiles for all volunteers
· Work with VP of Marcomm to promote the open volunteers opportunities on the web or social media
· Work with VP of operations to get those opportunities posted
Present to the board a recommended prioritization for filling the roles based on feedback from the other VPs including yourself
· Define the volunteers required for VP of volunteering
· Work on succession planning for some of the key roles
· Succession planning and transition plan
· Understand areas of development where we have no volunteers today (OCM, D&I, L&D, Agile – scrum , SAFE etc…)
· Develop and administer budget allocated for volunteer programs 
· Working with Outreach to see how we can leverage some of our partners like schools
· Consider internship or collaboration opportunities	
• Provide oversight, administration and building awareness of the chapter (and PMI’s) volunteer policies, procedures and guidelines including our by-laws to ensure a fair and transparent process to volunteers selection and/or election
· Update volunteers specific policies and create new ones as needed
• Leverage experience of Chapter members to share learning opportunities 
• Ensure recruiting, onboarding and training of volunteer for committees, on all PMI and Chapter onboarding documents, and provide orientation on Chapter policies and procedures 
· Work with each VP to have comprehensive onboarding procedures created, stored and updated regularly

· Responsibility for the website and its content as it relates to volunteers – pmi-milwaukee.org
· Understand where volunteering opportunies are posted
· Understand where volunteers information and job profiles are stored ( Google drive cleanup)
 

· Understand all the chapter technologies ( VP of operations will be in charge)
· Zoom business account
· Dropbox
· 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

· Drive strategic planning (2022 item) for volunteering
· Develop list of priorities for 1st part of 2022
· Responsible for setting annual operating budget for volunteering
· Help one or  two other board members to drive thre creation of our service catalog
· Work with VP of Marcomm to sell that service catalog – value proposition

· Others
· Work with other R2 ( PMI Milwaukee is part of Region 2) chapters to share thoughts on volunteering
· Attend their quarterly meeting or PMI sponsored operations driven meetings
· Records management – backups, archivals ,etc..
· Work with Claude on volunteering specific report
· Monitor the volunteering  progress (dashboard)
· Monitor the volunteering email inbox
· Make sure website is updated with contacts for each role

· Introduce Uma as new VP of Volunteering in a newsletter type format

Qualifications: 
· Experience with non profit board level
· An interest and commitment to PM profession, goals and objectives of the PMI professional organization 
· Excels at planning, organization, and prioritizing 
· Proficient with Microsoft Office 
· Strong written and verbal skills 
· Ability to work independently as well as within a team 
· Attention to Detail 
· Collaborative focus and team driven
· Be a self-starter who initiates action and works with fellow volunteers to improve the portfolio's (and the Chapter's) operational efficiencies.
· Good sense of humor and team spirit
Personal Characteristics: 

· Behave Ethically: Understand ethical behavior and business practices, and ensure that own behavior and the behavior of others is consistent with these standards and aligns with the values of the organization.
· Build Relationships: Establish and maintain positive working relationships with others, both internally and externally, to achieve the goals of the organization.
· Communicate Effectively: Speak, listen and write in a clear, thorough and timely manner using appropriate and effective communication tools and techniques.
· Creativity/Innovation: Develop new and unique ways to improve operations of the organization and to create new opportunities.
· Focus on Client Needs: Anticipate, understand, and respond to the needs of internal and external clients to meet or exceed their expectations within the organizational parameters.
· Foster Teamwork: Work cooperatively and effectively with others to set goals, resolve problems, and make decisions that enhance organizational effectiveness.
· Lead: Positively influence others to achieve results that are in the best interest of the organization.
· Make Decisions: Assess situations to determine the importance, urgency and risks, and make clear decisions which are timely and in the best interests of the organization.
· Organize: Set priorities, develop a work schedule, monitor progress towards goals, and track details, data, information and activities.
· Plan: Determine strategies to move the organization forward, set goals, create and implement actions plans, and evaluate the process and results.
· Solve Problems: Assess problem situations to identify causes, gather and process relevant information, generate possible solutions, and make recommendations and/or resolve the problem.

Expected hours for this role – 6-8 hours a month including participation to the monthly board meeting
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