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Metro DC Chapter, ASTD

CPLP Program Manager
REPORTS TO:
Director of Professional Development
TERM:  One Year

PURPOSE:
To manage all aspects of the chapter’s CPLP Program.  Provide support and assistance to chapter members seeking career advancement through pursuing their CPLP designation.
RESPONSIBLITIES:

1. Promotes the value of CPLP during chapter events and activities e.g. SIGs, GIGs, programs, workshops, networking, new member orientation.
2. Attends all professional development portfolio meetings and submits a monthly written status report to the Director of Professional Development.
3. Documents policies and procedures for managing the CPLP Program.
4. Assesses chapter members’ interests and accordingly promote the CPLP certification.
5. Orients CPLP Program volunteers on their responsibilities and on chapter policies regarding proper operation of chapter activities.
6. Monitors the effectiveness of the CPLP Program operations and recommends changes/enhancements as needed.
7. Coordinates the communication of CPLP Program activities to all members through chapter communications, including meeting announcements at chapter meetings and on the website, weekly eFlash and periodic newsletter articles.
8. Submits annual budget for CPLP Program to the Director of Professional Development for approval, submits expenses incurred utilizing the appropriate form and receipts, and stays within the approved budget.

9. Ensures timely, accurate program information is available on the website.
10. Schedules and leads at least three “Strategic Sessions” for CPLP candidates

11. Schedules and manages the logistics of at least one candidate-lead study group session series.

12. Conduct quarterly “Ask a CPLP” session for candidates.

13. Manage CPLP Chapter Recognition Program.

14. Make all CPLP candidates aware of the CHiP program and the chapter’s number.
15. Submits attendance sheets to Director of Professional Development after each event. 

16. Identifies and grooms a successor.
QUALIFICATIONS:

1. Current CPLP credential.

2. Ability to build, motivate and lead a team of volunteers.

3. Adept in verbal communication, diplomacy, interpersonal interaction, and problem solving.

4. Ability to plan, organize and evaluate activities required by the position.

5. Ability to complete projects with established timeframes and budgets.

6. Ability to delegate tasks and monitor follow-through.
7. Recent committee experience in training or related activity, preferably ASTD.

8. Time available to attend required meetings.
9. National ASTD member and member in good standing of the Metro DC Chapter.
