POSITION DESCRIPTION: 
Elected volunteer who will assist the president with his or her duties of managing the chapter and assume the full role of the chapter president if the president is unable to perform duties for any reason.
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RESPONSIBILITIES:
Mission, policy, and strategic planning	
· Represent the president in their absence.
· Assume the role of president, including all areas of responsibility, if the president is unable to perform duties for any reason such as unforeseen professional/personal circumstances or resignation.
· Assist the president in liaising with PMI if/when required.
· Assist the president in their duties including supporting the implementation of chapter’s strategic projects.
· Assist in the implementation of the succession and transition plan for the whole board – including their transition to the president role if applicable.
Management and administration
· Develop and oversee the implementation of the operations plan and budget based the Chapter’s Annual Plan
· Oversee the procurement of and contracting for all Chapter operation and technology needs in collaboration with the Board.
· Manage Chapter technology.
· Develop and implement technical roadmap.
· Oversee inventory, subscriptions/licenses, compliance, data integrity, security, risk management and data analytics/reports for BOD.
· Oversee activities of committees that fall under the Vice President of Operations ensuring proper onboarding and orientation of all members.
· Develop a succession and transition plan for committee members.
Leadership and Volunteers
· Demonstrate leadership within the chapter and to the community.
· Ensure that volunteers are recognized for their achievements.

Business Acumen Skills:
· Budget management
· Annual planning management
· Financial planning
· PMI knowledge and experience
· Resource Management, such as volunteer, finance and other chapter resources

Power Skills:
· Coaching and Mentoring 
· Conflict Resolution Skills
· Process execution
· Team Building Skills

Minimum Hours per Month: 12
Average Hours per Month: 
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