	Penn State Alumni Association – Philadelphia Chapter
Job Description Form

	Title:  Community Service Director

	Reports to:  Vice President

	General Description:

The Community Service Director shall serve as a liaison between the Chapter and non-profit community service organizations for the purpose of providing Chapter members an opportunity to deliver service in community projects.

He/She maintains awareness of the Philadelphia community’s needs and seeks to involve the Chapter in solutions. He/She is responsible for at least one community service event per quarter. 

The Community Service Director must be knowledgeable of National Service Week requirements for the implementation and completion of one program to be considered for National Service Week. This Director must submit event reports to Secretary, Vice President and President within two weeks following a promoted event. He/She is responsible for maintaining the Director’s binder which contains all relevant information to the position including, but not limited to, event reports, contacts, time lines for events, programs, and other proposed position plans. 

	Major Responsibilities:

· Evaluate and explore all inquiries regarding local charity organizations

· Set Particular schedules throughout the calendar year for annual events

· Involved in the entire planning, including recruiting volunteers for events

· Coordinate all activities till the end
· Maintain network of contacts to local non-profit organizations

	Helpful Skills:

· Organizational skills

· Event Planning experience
· Heart for helping others

	Goals: 


