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Volunteer Job Description Form
	
	

	JOB TITLE
	Assistant Director of Workshops

	JOB DESCRIPTION 
	Job Overview – Assist in the management of 5 to 8 professional development workshops for the PMI Portland Chapter each year.  This position reports to the Director of Workshops.

Career Benefits – This position networks with the PMI local community at large and provides the opportunity to build your professional network.  This position develops event management skills and network/relationship building skills.  In addition, this position provides the opportunity to participate in the workshops to further your education and earn PDUs at the same time!  

Job Details – As assigned by the Director of Workshops:

· Responsible for executing on event tasks and coordinating with venue resources (Portland World Trade Center – or other).

· Complete checklist of typical workshop tasks.

· Track attendance, collate surveys, and maintain workshop registration details.

· Follow-up and resolve any issues that surface related to workshop events.

· Submit compiled participant satisfaction surveys to the Director of Workshops.

· Report volunteer hours to the Director of Workshops.

· Provide avenue for workshop improvement under the guidance of the Direction of Workshops.

· Follow Chapter bylaws, policies and procedures; strive to fulfill the Chapter’s mission, values, and strategic plans.

Required Skills/Qualifications:  Proficiency at Microsoft Office applications. Good communications, organization, and interpersonal skills. Consistent follow through and attention to detail is critical for this position to ensure successful workshop events.  Maintain an active member in good standing in both PMI Portland Chapter and PMI Global.   

	JOB DURATION
	November 2011 through June of 2012 

	TIME COMMIT / WEEK

	2 to 4  hrs / week

	PDUs**


	One PDU per hour worked

	CONTACT NAME

	Director of Workshops--Shirley Briggs

	CONTACT PHONE


	503-697-8229

	CONTACT E-MAIL

	workshop@pmi-portland.org
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