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Volunteer Job Description Form
	JOB ID
	 NA

	JOB TITLE
	Assistant Director of ACP Certification

	JOB DESCRIPTION 
	Job Overview – Assist the Director of ACP Certification with execution of PMI-ACP preparation course activities for the PMI Portland Chapter.  This position reports to the Director of ACP Certification and is instrumental in assisting with delivery of quality education to the project management community.

Career Benefits – This position interacts with the PMI local community at large as well as with influential members within the PMI-Portland chapter and provides the opportunity to build your professional network.  This position develops management skills and network/relationship building skills. 

Job Details – Under the direction of the Director of ACP Certification, individually or through oversight of the preparation course team members:
· Provide information to interested parties about the PMI-ACP certification eligibility requirements, course logistics and class schedule information.

· Maintain checklist of typical course preparation activities.

· Train at least one volunteer as backup/standby relief on all regular tasks to prepare for and execute all aspects of a course preparation.

· Maintain bank of volunteers for potential instructors and communicate the career benefits and opportunities volunteering can provide.

· Provide guest speakers and set expectations for guest speaker role for sharing experiences during preparation course brown-bag lunch.

· Monitor participant satisfaction to ensure courses are meeting the needs of the attendees, the instructors and the overall goals of the Professional Development Portfolio.

· During a course cycle, track attendance, maintain knowledge of calendars for upcoming classes, distribute and collect surveys, collate surveys as requested.

· As host, prepare, plan and setup coffee, water, and first day continental breakfast.

· Assist in the resolution of any issues that surface related to course events from planning to closure, especially in meeting the needs of instructors during instruction times including such activities as photo copying or room arrangement as needed.

· Report volunteer hours on provided form to the Director of Certification.

· 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, anticipating problems and resolving them quickly to ensure successful course events.  Maintain active membership in-good-standing in both PMI-Portland and PMI global.   PMI-ACP Certification is preferred.

	JOB DURATION

	Three month assignment centered around preparation course dates

	TIME COMMIT / WEEK

	5-8  hrs / week during class offerings

	PDUs**


	1 PDU per hour worked

	CONTACT NAME

	Sid Ramachandran, Director of ACP Certification

	CONTACT PHONE


	 503-804-1354

	CONTACT E-MAIL

	ACP_Certification@pmi-portland.org
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