	Penn State Alumni Association – Philadelphia Chapter
Job Description Form

	Title:  President

	Reports to:  Alumni Association, Board, & General Membership

	General Description:

The President shall serve as chair of the Board and may serve as an ex-officio member of Chapter committees. The President shall serve as the official spokesperson of the Chapter. The President shall manage the day-to-day business of the Chapter, call Chapter and Board meetings, and preside at those meetings. The President shall ensure that Chapter Officers and Directors execute their duties as set forth in these by laws.  The President shall appoint committee Directors, such appointments to be approved by a majority of the Board.  The President shall inform the national Penn State Alumni Association Office (the “Alumni Office”) of Chapter activities and shall submit to that office an annual “State of the Chapter” report upon completion of the Alumni Associations fiscal year. The President may appoint a general member of the Chapter to serve as legal counsel to the Board.

The President can appoint committee Directors where vacancies exist with majority approval of the Board and when any vacancy exists more than one (1) month prior to the Biennial Chapter Meeting.  The President is to maintain constant communication with the Alumni Association, Fellow Chapters, Alumni Interest Groups, and other Penn State alumni groups or affiliate groups.  The President is also responsible for fundraising efforts of the Chapter with advisory of the Treasurer.

	Major Responsibilities:

· Liaison between Chapter and Alumni Association

· Liaison between Chapter and other Penn State Groups

· Presides over all Chapter meetings

· Manages day to day business of Chapter
· Serves as ex-officio member of Chapter committees
· Oversees Membership, Communications, and Professional Development Committees 

	Helpful Skills:

· Organizational skills

· Management Skills

· Proficiency in Computer programs

· Excellent Written and Oral Communication skills

· Marketing knowledge

· Experience with event planning

· Experience with financial management
· Project Planning

	Goals: 


