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	PMI NASHVILLE CHAPTER
Started in 1996, the Chapter is located in Nashville, TN, and comprises 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 Marketing
	Date:  November 2023

	Job Description: This role is responsible for Chapter-based marketing to increase awareness of both the Chapter and the PMI brand. The VP of Marketing will develop and execute an integrated marketing program to support member acquisition, member retention, event promotion, outreach activities, sponsorships, and other related activities in alignment with the Chapter’s strategic objectives.

	VP of Marketing Responsibilities:
1. Develop and implement an integrated marketing plan aligned with the Chapter’s strategic objectives.
2. Use best practices in marketing and public relations to promote the Chapter and its activities to members and the community at large.
3. Work with Board in determining Chapter goals and offerings. Review and analyze metrics to understand and improve value of Chapter offerings to members.
4. Collaborate with Chapter Board and volunteers to promote the Chapter via Social Media and other messaging.
5. Create and execute an annual marketing and public relations calendar including email, social media, advertising, etc.
6. Monitor, optimize, and analyze communication vehicles including, but not limited to emails, web content, social media posts, promotional materials, advertising, etc.
7. Ensure that Chapter activities are performed in accordance with PMI policies, brand guidelines and global marketing strategy.
8. Collaborate with local businesses and organizations, where appropriate, to publicize the Chapter and PMI. Monitor and coordinate branded presentations to external stakeholders and other organizations interested in the activities of PMI.
9. Maintain relationships with existing and potential sponsors for continued revenue generation to fund the Chapter’s activities. Send opportunity emails to potential sponsors and respond to all sponsor-related inquiries.
10. Create sponsorship packages that outline sponsor benefits. Manage sponsorship contracts and ensure fulfillment of obligations to sponsors. Facilitate sponsorship invoicing, receipt of fund transfer.
11. Collaborate with other VPs and Directors to promote outreach engagement. Outreach may include Youth & Social Impact, Military, Academic and others. Review metrics to understand and serve members of outreach groups.
12. Work with local vendors to develop marketing and presentation materials in accordance with PMI brand guidelines.

	All Board Member Responsibilities:
Governance:
· Attend at least 75% of Monthly Chapter Board Meetings 
· Commit to your term and effective transition processes.
· 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:
· Creating additional communications for outreach opportunities for future members and sponsors to build support for the PMI Nashville Chapter’s programs. 
· Work collaboratively and effectively as a volunteer team member
· Strong leadership, team building, and motivation skills
· Strong communication skills (oral, and written – newsletter contributions, email communications, etc.)

	Requirements:
· Must be a member in good standing for the past year with the PMI Nashville Chapter.
· Prior Board or PMI Director experience is strongly recommended.
· Time commitment is estimated at 20 hours per month.

	E-mail address:
	marketing@pminashville.org

	External URL:
	www.pminashville.org
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