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Project Management Institute


Portland Chapter
Volunteer Job Description Form

	Job Title
	Project Manager – Document Management System

	Job Description
	Job Overview 
Collaborate with the VP Operations, Web Content Manager, Director of Technology and others within the PMI Portland Operations Portfolio to identify a provider and application for use to meet chapter needs for document management.  The application will be made available to a variety of PMI Portland volunteers to ensure successful tracking, management and coordination of key chapter documents in a manner that supports continuity within the chapter and ensures accessibility.
Job Details 

· Follow the PMI structure for Project Management beginning with requirements gathering and charter creation through project closing

· Collaborate across multiple portfolios to understand and meet the requirements of volunteers in multiple roles and with differing needs

· Be the document management technology expert and implementer for the Portland Chapter

· Ensure that the final implementation leverages any possible synergies with the existing web hosting contract and the upcoming contact management project

· Gain a thorough understanding of existing infrastructure and capabilities

· Manage the project, report on progress.

Required Skills 

Knowledge of Web technologies, IT infrastructure, document management business processes, contact management software applications, knowledge of IT project budgeting and scheduling.
Desired Skills
Technically savvy, collaborative, IT project management experience, hands on IT experience.

	Job Duration
	The length of the project, ideally less than 9 months.

	Time Commitment / Week
	4-6 hrs / week

	PDUs
	1-20 PDUs per renewal cycle depending on length of service/time engaged, and previous volunteer PDU’s claimed.

	Contact Name
	VP of Operations

	Contact Email
	vp_operations@pmi-portland.org
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