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Professional Development Director

Functional Overview: 

Serves as an appointed member of the NHRMA Board of Directors with responsibility for the successful and profitable execution of the HR Academy professional development programs.  The HR Academies typically run for three days and are coordinated for delivery once annually in Oregon and Washington and every other year in Alaska.
Responsible To: 

· NHRMA President
Responsibilities:
· Serves as a voting member of the NHRMA Board and is expected to attend and participate in all meetings of the Board.

· Sources qualified program instructors/speakers.

· Secures pre-approved SHRM and HRCI re-certification credit for each program.

· Coordinates with conference planner on program promotion and communication including development of marketing materials, liaising with SHRM for mailing lists, and communicates with the print vendor on fliers and brochures, etc. 

· Coordinates with conference planner regarding online registration and payment system to provide event registration link to NHRMA website.  

· Works in conjunction with State Council Directors and Chapter Presidents regarding HR Academy programming.

· Works with Partnerships Director to procure sponsors to offset costs and produce additional revenue stream.
· Coordinates with conference planner to negotiate facilities contract with hotel for rooms, food and drink, and AV services.
· Ensures availability of electronic equipment as well as responding to speaker and attendee needs throughout each program, if not provided by conference planner.
· Acts as emcee for programs or solicits local volunteer SHRM members to emcee programs.
· Represents NHRMA in the HR community. 

· Assists with other projects as requested. 

Requirements:
· Must be a SHRM member in good standing residing and/or working in Alaska, Oregon or Washington. 

· Must be able to attend NHRMA board meetings, annual conference, and HR Academies (or assign designee) and complete assigned activities in a timely fashion. 

· SHRM certification preferred.  Other HR-related certification accepted.

· Must be able to serve a one-year term beginning January 1st for a maximum of three years. 
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