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	JOB ID
	 N/A

	JOB TITLE
	Program Manager – Annual Survey

	JOB DESCRIPTION 

	Job Overview: 
Manage and execute the 2011-2012 Annual Survey which monitors and reports member satisfaction for the PMI Portland chapter activities and services. The Program Manager is responsible for the following Chapter functions:

· Annual Membership survey
This role may post additional volunteer support as needed. 
Job Duties: 

· Research prior Annual Surveys and tools used.
· Decide on the best tools format (with input from Director and Assistant Director of Quality and other Stakeholders).
· Develop a Project Plan and Deliverables.
· Develop questionnaire.
· Determine time window for member input.
· Promote survey.
· Beta test survey.
· Take survey live on PMI Portland Chapter website.
· Close out member input time window.
· Analyze data.
· Resolve any anomalies.
· Roll up data into a Summary report to be submitted to the Chapter Board.
· Contribute to the Quality Function Process Improvement by developing new tools or simplifying the process.

· Describe and document the process for easier transition of duties for following year.
Required Skills:
· Dependability
· Ability to plan a project

· Ability to break down required tasks and finish on schedule

· Ability to anticipate and communicate problems and propose solutions

· Accuracy

· Consistent follow-through

· Proficiency with Excel
· Commitment to Chapter bylaws, policies and procedures, mission, values, and strategic plans
· Maintain active membership in-good-standing in both PMI Portland and PMI Global

Preferred Skills: 

· Proficiency with on-line surveys.
· Experience with website issues (this position does not require web programming experience).

Benefits to the Volunteer:
· Build hands-on project management experience. 
· Gain proficiency in survey deployment and data analysis.
· Make a positive difference in your local volunteer-run PMI Chapter. 
· Build personal and professional network with other volunteers and project management professionals.   
· Gain insights into organization of the PMI Portland Chapter as well as PMI Global. 
· Develop leadership skills and prepare for increased responsibility within the Chapter. 
· Earn PDU credits to maintain your professional certification. 


	JOB DURATION

	December 2011 through reporting of results approximately September of 2012. 

	TIME COMMITMENT


	Rough estimate of 8 hours per month with a peak of approx 20 for one month (depending upon efficiency of planning and execution). 

	PDUs**


	Typically 5-10 PDUs, determined by your level of commitment.

	CONTACT NAME

	Lin Johnson PE,CQM,PMP – Director of Quality

	CONTACT PHONE


	Preferred: (503) 895-1017 (message)

Mobile: (503) 318-8309

	CONTACT E-MAIL

	Both for initial contact

Preferred email linrjo@hotmail.com   

Secondary email quality@pmi-portland.org
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