
Director of Education

ROLE DESCRIPTION:
Reporting to the Vice President (Professional Development), the Director of Education is a Board Director of the Chapter. Director of Education is responsible for the planning and delivery of PMI Certification Preparation events of the Chapter including PMP Study Groups, partnered courses, seminars and workshops as well as managing Project Bites.


ROLES AND RESPONSIBILITIES: 
1. Board Responsibilities
1.1 Perform all the fiduciary responsibilities as a Board member.
1.2 Contribute to the decision making to any matter presented in front of the Board.

2. Meeting
2.1 Attend the Monthly Board Meeting
2.2 Attend any other meeting/sessions organized for the Board.
2.3 Schedule and Lead meetings for the Education team.

3. Education Responsibilities
3.1 Primary Organizer of Chapter Education Events
3.2 Plan and conduct workshops and seminars designed to share knowledge and prepare attendees for all PMI Certifications
3.3 Create PDU Code and share with participants
3.4 Coordinate with Partners for PMP/CAPM Study Group 
3.5 Contact speakers and provide all necessary logistical arrangements
3.6 Provide certification and recertification information to members as needed
3.7 Any other responsibilities of the Education and Certification
3.8 Chapter Scholarship Coordination with Partner Organization
3.9 Own Project Bites relationship - including promoting Project Bites Live events, tracking member usage and leading the virtual PD Day
 
 
4.  Recruitment and Onboarding
4.1 Conduct the Volunteer recruitment process coordinating with Director of Membership & Volunteers
4.2 Onboard the Volunteers and provide training as necessary.

5. Reporting to Vice President
5.1 Receive Direction from Vice President (Professional Development) 
5.2 Provide regular update of the Education Event portfolio work to Vice President (Professional Development)
5.3 Escalate any challenges to the Vice President (Professional Development) and the Board if required
5.4 Work with the Vice President (Professional Development) to contribute to the Education budget development.
5.5 Submit all Education related expenses through Vice President (Professional Development)


6. Coordinate with other Portfolios
6.1 Coordinate with Communications, Marketing, Technology, Sponsorship Portfolios to deliver Education Program and events.
6.2 Coordinate with Events,Special Events, Mentorship to ensure Education Program and events are scheduled without conflict
6.3 Coordinate with other portfolios when required
6.4 Keep the Vice President (Professional Development) informed about cross portfolio decisions.


7. Others
7.1 Prepare status report for each Board meeting
7.2 Prepare the Education section of the Annual Report for presentation to the membership at the Annual General Meeting.
7.3 Perform any other related responsibility assigned by the Vice President (Professional Development)
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