	Penn State Alumni Association – Philadelphia Chapter
Job Description Form

	Title:  Professional Development Director

	Reports to: President

	General Description:

The Professional Development Director shall work in conjunction with other Chapter committees to foster the professional development of Chapter members by creating continuing education and networking opportunities.

The Professional Development Director maintains contact with the Alumni Associations Alumni Career Services Office to promote Alumni Association career services benefits. He/She works with the Membership Director to identify career wants/needs of general membership for future programming. He/She is responsible for coordination and execution of at least one Professional Development program per quarter, can be in conjunction with another Chapter committee event. He/She must submit event reports to the Secretary, Vice President and President within two weeks following a promoted event. The Professional Development Director is responsible for maintaining the Director binder which contains all relevant information to position including but not limited to, event reports, contacts, time lines for events, programs, and other proposed position plans. 

	Major Responsibilities:

· Develop interest in all alumni career service opportunities among membership; Lion Link, Fast Start, and On Lion – Alumni Association’s Job Posting Service

· Review and plan events once a quarter for networking/business services for the chapter

· Create interest groups for personal and professional development – Book Club, Business Services, etc

· Mentoring with new graduates or those looking to change careers


	Helpful Skills:

· Human Resource/Training/Teaching background
· Proficient Computer Skills

· Organizational skills

· Networking Capabilities


	Goals: 



