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	PMI NASHVILLE CHAPTER
Started in 1996, the chapter is located in Nashville, TN, and is comprised of over 1500 members. Its mission is to advance project management in the Middle Tennessee area, helping members grow professionally with a variety of offerings.  

	Job Title:  Vice President of Finance
	Date:  November 2023

	Job Description: This role is responsible for maintaining and presenting all financial records required for chapter operations in accordance with chapter bylaws.

	VP of Finance Responsibilities:
· Maintain and manage accounts receivable and payable for all financial portfolios, including but not limited to the collection of Chapter dues from PMI, guest payments for Chapter meetings or special events, and the payment of all Chapter bills in accordance with Chapter committee directives. Ensure all monthly expenses are paid.
· Serve as liaison with PMI Global Operating Center on financial matters. Handle all PMI and government required payments.
· Establish and maintain all required Chapter bank accounts and/or similar financial transactions; arrange for officer signatures as required. Confirm and check bank accounts monthly.
· Provide financial reporting regarding the state of finances and Chapter activity to Chapter membership and Board. Report on the state of finances at monthly Board meetings and at the annual State of the Chapter meetings. Distribute information, materials and/or fees received from GOC to appropriate officers in a timely manner.
· Develop and maintain an annual operating budget. Approve disbursement of all Chapter expenditures. Develop special project budgeting as needed.
· Prepare and maintain financial operational processes guidelines (with the Board) to ensure continuity of Chapter operations and define, document, and maintain Chapter policies. Recommend improvements in the financial processes to the Board.
· Contribute to financial planning/goal setting, investing, forecasting, and budgeting for the Chapter. Establish financial metrics; ensure Chapter is maintaining requirements. Analyze cost impact and income benefits of all activities proposed by the Board of directors.
· Submit all necessary reports as required by the State of TN and the IRS (form 990E, etc.). Submit annual State of TN corporation renewal in February. Submit the appropriate records to maintain Chapter Employer Identification Number (EIN) (Annual Report filed with the State of Tennessee in April. Taxes must be filed by May 15.
· Ensure an annual audit of the books and submit to the Board of Directors for approval.
· Provide timely information to independent auditors as required.
· Review any Chapter contract, agreement, and insurance.
· Keep an up-to-date inventory of all the goods of the Chapter.
· Maintain a permanent file of the finance activities and deliver all documentation to the successor at the end of the one-year term as required, includes developing a written transition plan for this position’s successor.

	All Board Member Responsibilities:
Governance:
· Uphold and comply with the principles and practices of PMI.
· Act in accordance with PMI Code of Ethics.
· Uphold and comply with current Chapter Bylaws.
· Support the Board of Directors and Chapter goals.
· Comply with the Chapter’s requirements for non-disclosure.
· Exemplify ethical behavior and understand chapter rules/regulations/agreements.
Collaboration
· Attend monthly Board meetings.
· Participate in annual strategic planning session(s).
· When possible, attend the monthly Birds of a Feather call for your area of responsibility.
· When possible, participate in chapter events, including luncheons, Community of Practice meetings, the annual Symposium, and networking events.
Communication
· Check chapter email regularly.
· Respond to member and non-member requests in a timely manner.
Strategic Management
· Monitor budgeting for your area of responsibility.
· Help establish and monitor strategic goals/metrics for the year (established before March Chapter renewal).
· Review metrics (membership, engagement, finance, etc.).
· Document processes & procedures for your area.
· Retain and organize relevant documentation on the Google Drive. Ensure documents are kept current.
Team Management
· Work with the Director of Volunteers to manage volunteers on your team.
· Compose job descriptions.
· Transition volunteers to your team as needed.
· Conduct director/volunteer meetings to ensure volunteers are engaged and informed.
· Develop and implement succession and transition plan documentation.

	Skills/Qualifications:
Strategic Management Skills
· Knowledge of accounting software/tools (e.g., Excel)
· Documentation skills/financial record keeping
· Knowledge of financial planning
· Knowledge of Generally Accepted Accounting Principles (GAAP)
· PMI knowledge and experience
Leadership Skills
· Analytical thinking
· Legal awareness 
· Decision making skills
· Presentation skills
· Time management skills
· Skilled in Strategic Planning and Process Execution

	Requirements:
Minimum one year on Board
Experience managing a financial process in some capacity
Must be a member in good standing of the Nashville Chapter and have been for past year.
Time commitment is estimated at 25-35 hours per month.

	E-mail address:
	finance@pminashville.org

	External URL:
	www.pminashville.org
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