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	JOB ID
	 N/A

	JOB TITLE
	Quality team member    *** 4 positions available  for 2011 ***

	JOB DESCRIPTION 
	Job Overview: 
Join the PMI Portland Chapter Quality Portfolio team that deploys member satisfaction surveys for the following Chapter functions and initiatives:

· Monthly dinner meeting

· Monthly educational presentation
· Monthly New Member meeting survey

Other optional areas of involvement can include:
· Assist / recommend quality metrics for other PMI Chapter events
· Assist with the deployment of Annual Membership survey
· Support of other initiatives and Chapter functions (TBD)
There are some core processes that are owned by specific volunteers within the Quality team, but duties can be shared, mixed and matched as needed. 
Job Duties: 
Any individual volunteer does not have to do all of these duties. Key criteria are passion for volunteering and dependability. Any individual volunteer can take on one or more of the following duties depending upon their schedule and time available to volunteer: 
· At Chapter monthly meeting, distribute and collect the Satisfaction Survey Forms. 
· Sort and tabulate the returned member surveys for educational presentation.
· Sort and tabulate the returned member surveys for dinner meeting.
· Input tabulated data from survey forms into a spreadsheet.
· Input comment data from survey forms into a spreadsheet.
· Roll up data into monthly summary reports to be submitted to the Board. 
· Contribute by developing/documenting more efficient processes and tools. 
Required Traits:
· Dependability and ability to attend monthly Chapter meetings (or arranging for a substitute).

· Commitment to completing duties within the required time window – usually one (1) week following the meeting. 
Preferred Skills: 
· Basic proficiency with organizing and sorting data. 
· Ability to apply process improvements. 
· Proficiency with Excel. 
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

	Ongoing

	TIME COMMIT / WEEK

	5-10 hrs / month total (occasional interaction via email). 
Note: Almost all hours occur within the week following the monthly meeting. 

	PDUs**


	1-5 PDUs depending on average hours and length of service 

	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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