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If interested please contact: elections@pmi-floridasuncoast.org
PMI Florida Suncoast Chapter Opportunity 
VP of Administration
Opportunity Description
Elected volunteer responsible for Chapter finances. Responsible for maintaining and presenting all financial records required for the PMI Florida Suncoast Chapter operations in accordance with Chapter and bylaws. 
Specific Functions & Responsibilities
· Provide operational oversight and support for chapter events. 
· Document minutes from chapter and board meetings. Send out email to Board Members to update their portion of the agenda for the board meeting (send a reminder 4 days prior to the Board meeting).
· Attend monthly Chapter meetings and help at the registration table (this can include assisting with accepting payments, capturing PMI information for PDU reporting, printing nametags, and greeting guests).
· After Chapter meetings and trainings, create PDU Report and send to PMI.  
· Organize and update the board member document repository with pertinent documentation (such as meeting agendas, minutes, and PDU reports).
· [bookmark: _GoBack]Maintains volunteer contact list
· Oversight of Director(s), if applicable.

Skills Required
· Must be a member of PMI and the PMI Florida Suncoast Chapter.
· Must have had prior Board experience.
· Strong communication and organizational skills
· Ability to be a team contributor, responsive, open, accessible.

*This is a 2 year term; 2018-2020
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