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   Volunteer Job Description Instructions


(These instructions and the admin. details input below will be deleted before posting on the PMI Portland Web Site, adding the opportunity to VRMS and before distributing at the Volunteer Table at the PMI Chapter Meetings.)

HOW TO PUT THE JOB DESCRIPTION TOGETHER: Please read this carefully before proceeding.
A) TO HELP YOU: Finding job description examples
All current job descriptions are located in the Chapter Google Drive in a folder called “Official Chapter Job Descriptions”. You must be logged in to Drive with your Chapter account to access (you can search on the title).  Contact volunteer@pmi-portland.org if you need help.
B) TO HELP US FIND WHAT YOU WROTE UP: 
     Document file name: Save the job description as a Google Document in the Google Drive using this format for file name: Portfolio -   positionname.docx.  Do not make multiple copies of the same job description. 
     Footer: Update the footer on the job description page as follows:
 1) Rev. (enter today’s date here).  2) Update the filename in the footer. (On a PC, press F9)

C) TO BE ABLE TO POST ON VRMS: Fill In this information HERE
	Hiring Manager’s PMI Global Email Address
Not your Chapter email.  Enter your default email from your PMI Global membership account. Allows the Hiring Manager to see the applications in VRMS. 
	

	Volunteer Start Date
	



D) ALMOST DONE...: Posting
Email the completed Job Description to volunteer@pmi-portland.org for posting.

Tips
Requirements / Benefits:  See the Volunteer Benefit Matrix (http://pmi-portland.org/index.php?option=com_content&view=article&layout=edit&id=627) for information on allowable titles, job requirements and benefits. 
Job Title: Full title of position including VP, Director, Assistant VP, Assistant Director, Manager, etc.  
Job Description: Overview – Brief description of what the volunteer will be doing. Details – Full detailed description of all the tasks the volunteer will need to do as part of the job. Required Skill/Qualifications – list all required skills and qualification. Career Benefits – list any benefits beyond PDUs the job will provide to the volunteer.
Time Commitment: Duration - How long the position is intended to be filled; it can be a few months to a few years depending on the type and level of position. Estimated Hrs/Week: Usually enter hours per week, but other time frames can be used if necessary.  Be specific please.
Chapter Info: State whether the position requires PMI and/or Portland Chapter membership (Asst. Dir and above=YES), any PMI certifications required,  and which Portfolio and Division the position belongs to.
To Apply: VRMS number will be added by Director Volunteers prior to posting on Portland Chapter website or distributed at Chapter Meetings


Volunteer Job Description 
	JOB TITLE
	(Fill in here)

	JOB DESCRIPTION 
	[bookmark: _GoBack]Job Overview 
(Fill in here)
Job Details 
(Fill in here)
• Follow Chapter bylaws, policies and procedures; strive to fulfill the Chapter’s mission, values, and strategic plans.
Required Skills/Qualifications 
· (Fill in here)
Career Benefits 
(Fill in here)

	TIME COMMITMENT
	Job Duration   (Fill in here)
Estimated Hrs/Week  (Fill in here)

	CHAPTER INFO
	PMI Portland Chapter membership required? (Asst Dir and above is YES)  (Yes or No)
(IF YES then use below bullet)
• Active membership in-good- standing in both PMI-Portland and PMI global is required.
PMI certification required?  (Yes or No)     Which certification?  (Fill in here)
Portfolio   (Fill in here)
Division/Team   (Fill in here)              
Team Leader’s Name  (Fill in here)
Chapter Leadership webpage -  http://pmi-portland.org/about-us/leadership 

	PDUs
	1 PDU per volunteer hour worked.  See PMI.org CCRS information for details.

	TO APPLY
	Go to https://vrms.pmi.org, use Search Term ( VRMS Number will be entered here after submission for posting )

	QUESTIONS?
	Hiring Manager Name    (Fill in here)      
Title   (Fill in here)
Email   (Fill in here)



Portfolio-Volunteer Position.docx              		Rev. 2017-01-22
Portfolio - Volunteer.docx		 Rev. (today’s date)
image1.png
rr
mp

4 4 B





Portfolio


-


Volunteer Position.docx              


 


 


Rev. 


2017


-


01


-


22


 


  


 


 


   


Volunteer Job Description Instructions


 


 


 


(These instructions and the admin. details input below will be deleted before posting on the PMI Portland Web Site, adding th


e opportunity to 


VRMS and before distributing at the Volunteer Table at the PMI Chapter Meetings.)


 


 


HOW TO PUT THE JOB DESCRIPTION 


TOGETHER:


 


Please read this carefully before proceeding.


 


A) TO HELP YOU: Finding job description examples


 


All current job descriptions are located in the Chapter Google Drive in a folder called “Official Chapter Job 


Descriptions”. You must be logged in to D


rive with your Chapter account to access (you can search on the title).  


Contact 


volunteer@pmi


-


portland.org


 


if you need help.


 


B) TO HELP US FIND WHAT YOU WROTE UP:


 


 


     


Document file name: 


Save the job description as a Google Document in the Google Drive using this 


format for file name: 


Portfolio 


-


   


positionname.docx.


  


Do not make multiple copies of the same job 


description. 


 


     


Footer: 


Update the footer on the job description page as fol


lows:


 


 


1) Rev. (


enter today’s date here).


  


2) Update the 


filename 


in the footer. (On a PC, press F9)


 


 


C) TO BE ABLE TO POST ON VRMS: Fill In this information 


HERE


 


Hiring Manager’s PMI Global Email Address


 


Not your Chapter email.


  


Enter your default email from your PMI Global 


membership account. Allows the Hiring Manager to see the applications in VRMS. 


 


 


Volunteer Start Date


 


 


 


D) ALMOST DONE...: Posting


 


Email the completed Job Description to 


volunteer@pmi


-


portland.org


 


for posting.


 


 


Tips


 


Requirements / Benefits:  


See the 


Volunteer Benefit Matrix


 


(


http://pmi


-


portland.org/index.php?option=com_content&view=article&layout=edit&id=627


) for information on allowable titles, 


job requirements and benefits. 


 


Job Title:


 


Full title of position including VP, Director, Assistant VP, Assistant Director, Mana


ger, etc.  


 


Job Description:


 


Overview


 


–


 


Brief description of what the volunteer will be doing. 


Details


 


–


 


Full detailed description of all 


the tasks the volunteer will need to do as part of the job. 


Required Skill/Qualifications


 


–


 


list all required skills and 


qualification. 


Career Benefits


 


–


 


list any benefits beyond PDUs the job will provide to the volunteer.


 


Time Commitment:


 


Duration


 


-


 


How long the position is intended to be filled; it can be a few months to a few years 


dependin


g on the type and level of position. 


Estimated Hrs/Week


: Usually enter


 


hours per week, but other time frames can 


be used if necessary.  Be specific please.


 


Chapter Info


: State whether the position requires PMI and/or Portland Chapter membership (Asst. Dir 


and above=YES), any 


PMI certifications required,  and which Portfolio and Division the position belongs to.


 


To Apply:


 


VRMS number will be added by Director Volunteers prior to posting on Portland Chapter website or distributed at 


Chapter Meetings


 


 




Portfolio - Volunteer Position.docx                   Rev.  2017 - 01 - 22              Volunteer Job Description Instructions       (These instructions and the admin. details input below will be deleted before posting on the PMI Portland Web Site, adding th e opportunity to  VRMS and before distributing at the Volunteer Table at the PMI Chapter Meetings.)     HOW TO PUT THE JOB DESCRIPTION  TOGETHER:   Please read this carefully before proceeding.   A) TO HELP YOU: Finding job description examples   All current job descriptions are located in the Chapter Google Drive in a folder called “Official Chapter Job  Descriptions”. You must be logged in to D rive with your Chapter account to access (you can search on the title).   Contact  volunteer@pmi - portland.org   if you need help.   B) TO HELP US FIND WHAT YOU WROTE UP:           Document file name:  Save the job description as a Google Document in the Google Drive using this  format for file name:  Portfolio  -     positionname.docx.    Do not make multiple copies of the same job  description.          Footer:  Update the footer on the job description page as fol lows:     1) Rev. ( enter today’s date here).    2) Update the  filename  in the footer. (On a PC, press F9)     C) TO BE ABLE TO POST ON VRMS: Fill In this information  HERE  

Hiring Manager’s PMI Global Email Address   Not your Chapter email.    Enter your default email from your PMI Global  membership account. Allows the Hiring Manager to see the applications in VRMS.    

Volunteer Start Date   

  D) ALMOST DONE...: Posting   Email the completed Job Description to  volunteer@pmi - portland.org   for posting.     Tips   Requirements / Benefits:   See the  Volunteer Benefit Matrix   ( http://pmi - portland.org/index.php?option=com_content&view=article&layout=edit&id=627 ) for information on allowable titles,  job requirements and benefits.    Job Title:   Full title of position including VP, Director, Assistant VP, Assistant Director, Mana ger, etc.     Job Description:   Overview   –   Brief description of what the volunteer will be doing.  Details   –   Full detailed description of all  the tasks the volunteer will need to do as part of the job.  Required Skill/Qualifications   –   list all required skills and  qualification.  Career Benefits   –   list any benefits beyond PDUs the job will provide to the volunteer.   Time Commitment:   Duration   -   How long the position is intended to be filled; it can be a few months to a few years  dependin g on the type and level of position.  Estimated Hrs/Week : Usually enter   hours per week, but other time frames can  be used if necessary.  Be specific please.   Chapter Info : State whether the position requires PMI and/or Portland Chapter membership (Asst. Dir  and above=YES), any  PMI certifications required,  and which Portfolio and Division the position belongs to.   To Apply:   VRMS number will be added by Director Volunteers prior to posting on Portland Chapter website or distributed at  Chapter Meetings    

