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Fox Valley SHRM Chapter
Job Description
Vice President of Electronic Communications
Fox Valley SHRM Chapter Purpose:
This position is aligned to support the Chapter’s mission statement to “Inspire and engage professionals across the Fox Valley to think strategically about managing, engaging and retaining human capital”. 
Position Summary:
This position manages all aspects of electronic media; the Chapter’s overall website performance, sending communication through the website, social media and general email account and other software programs. This position supports all other board members with requests and needs through any electronic or social media mediums.  
Roles and Responsibilities:
· Coordinate the Chapter’s communication through Social media (Facebook) to ensure the page has adequate and thorough communication
· Check the Chapter’s email account at least twice a week and answer or forward correspondence accordingly
· Attend meetings: monthly Board of Directors meetings (at least 2 hours a meeting), bi-annual strategic meetings (4 hours twice a year) and strongly suggested to attend as many monthly Chapter meetings as able (6 times a year)
· Create, audit, manage and update the website content posted and manage all communication pieces as needed. Work with the Website provider to ensure all aspects are functioning properly

Time commitment:
· This position is a continuous position throughout the year; answering emails, keeping the website updated and Social media
· At least 1 hour a week checking emails/social media
· 2 hours monthly for board meetings (4 hours for bi annual strategic meetings)
· 4 hours monthly for Chapter meetings (strongly recommended to attend to help)
· Annual WISHRM Leadership conference (2 days)
Position Requirements:
· Current and active National SHRM membership preferred
· [bookmark: _Hlk219142426]Maintain regular attendance at all Board meetings. Miss no more than two meetings per year.
· Maintain regular attendance at all Chapter meetings. Miss no more than two meetings per year.
· [bookmark: _gjdgxs]Technology skills; ability to create/contribute to the Chapter’s social media presence, and basic FVSHRM website edits as needed
· Ability to multitask and change communication pieces as needed (i.e. cancelling Chapter meetings based on weather)

Benefits of holding this role:
· Continual engagement with Chapter members
· Access to continuing education opportunities for recertifications
· Interact with and influence future members of the HR profession 
· Access to volunteers in similar roles with other WI SHRM chapters
· Opportunity to attend the August WISHRM leadership conference for free
· Attendance at all Chapter meetings is free Excellent opportunity to network with other HR Professionals, grow as an HR professional and help the Fox Valley community
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