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November 2017
On Thursday, November 30th, the Fredericton Chapter of the Chartered Professionals of Human Resources of New Brunswick will be holding elections for positions on our Chapter Executive.

The Fredericton Chapter is one of five chapters in New Brunswick actively contributing to the advancement of the human resources profession. This is an opportunity for our chapter members to get actively involved with the Executive, and to help build on past success by ensuring we are meeting the needs of our members. 

Elections will be held for the positions listed below.  Please note that information regarding incumbents and/or those in acting positions has been provided in parenthesis.

· President Elect. – Currently vacant
· Information Officer (Tracy Stairs has put her name forward for renewal).

· 3 Directors-at-Large (Chelsey Standing and Ann Smith are incumbents and have put their names forward for renewal )

· The Chapter Executive has monthly business meetings (September to May) usually one hour in length, monthly chapter events (September to May) usually on the last Thursday of the month, and two to three planning meetings through out the year (January, June, and/or July). 
Chapter Executive members are expected to participate in these meetings and events on a regular basis.  All members are asked to assist with Chapter professional development events. A position on the Chapter Executive is a commitment of two years (January 1, 2018 to December 31, 2019).

Please consider submitting your name for a role on the Chapter Executive. Send your expression of interest to the Chair of Nominations: Jason Scarbro at jscarbro@stu.ca before Friday, November 17th.
Please outline your interest in serving and the experience you will bring to the position. This may be 2 or 3 lines, but should not be longer than 200 words.  A description of the roles and responsibilities of the various Executive positions has been provided for your information.
Our AGM and elections will be held on Thursday, November 30th from 8:00am – 8:30am prior to the November PD event being held at the Delta Fredericton.   
Roles and Responsibilities
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Chapter Officers
1. President 

a. Responsible for the overall strategic direction of the Chapter Executive as a whole and the individual Directors and their respective areas of responsibility, and the continued growth and development of the Chapter.

b. The President sits as a member on the Provincial Council.

c. Ensure the duly constituted provincial/chapter bylaws are followed.

d. Ensure that the Chapter Executive and membership are informed about provincial activities.

e. Ensure that Officer and Director Roles are filled and key areas of responsibility are resourced as needed and that mandates are fulfilled.

f. Ensure that monthly Executive meetings and planning sessions occur on a regular basis; prepares agendas for these meetings.

g. CPHR recognition

h. Orientation of new Executive Members

i. Create a checklist and meet with each new Executive member to review.

2. Past President 

a. A key source of institutional knowledge for the Chapter.

b. Provides support to the President and assists with special projects and events.  Often will assume a Director role.

c. Typically will represent the Chapter on the Provincial Council.

d. Responsible for elections

i. Solicit nominations from Chapter.

ii. Determine whether current Executive members are interested in re-offering.

iii. Conduct elections (if applicable).

3. President-elect 

a. Chair meetings in the President’s absence.

b. Supports the President in Chapter activities and provides assistance to each of the Officers/Directors.

c. Represents the Chapter on the Provincial Council.

4. Treasurer 

a. Shall keep accurate and complete records of the revenue and expenses related to monies belonging to and received by the Chapter.

b. Ensure that monthly statements are filed with the Province.

c. Prepare and report to the Executive on a monthly basis.

d. Track petty cash. 
e. Ensure that the cash box has petty cash and credit card materials and swipe machine.

f. Deposit receivables and ensure that all payables are paid in a timely fashion.

g. Recommend changes to event fees based on profit/loss ratios.

h. Follow up with those who registered for a PD event but did not pay.

5. Information Officer 

a. Take minutes of meetings.

b. Keep records of the Executive (minutes, current Board, financial reports, AGM minutes and reports).

c. Keep spreadsheets of current Executive including contact information.

d. Maintaining the Chapter’s mailbox.

e. Monitoring the Chapter’s e-mail inbox.

f. Manages all files and records of the Chapter Officers/Directors.

Directors
1. Director – Venue 

a. Liaise with event venue (i.e., Delta Fredericton) to ensure that bookings are made and appropriate contracts are signed.

b. Conduct RFP’s as appropriate to ensure that Chapter is paying competitive prices for venue and food costs.

c. Key contact between venue and Chapter.

d. When applicable, coordinate Trade Shows as part of PD events and year-end social.
e. Ensure speakers’ needs are met, coordinate with AV with direction from the PD Chair
2. Director – Event Registration 

a. Based on size of event, determine whether help is needed.

b. Find a substitute if unable to attend event.

c. Track registration list leading up to event and the day of the event.

d. Send final registration number to Director – Venue and Treasurer in advance of the event.

e. Notify the Director(s) – Education and/or Director(s) – Marketing if registration numbers are low.  Notify the Director – Venue if registration numbers exceed venue capacity.

f. Ensure that receipts are prepared and distributed.

3. Director – Professional Development 

a. Keep track of potential speakers between Planning Sessions.

b. Finalize the slate of topics and potential speakers at the summer Planning Sessions.

c. Coordinate the confirmation of topics and potential speakers – delegate the key contact role to others.

d. Ensure that event write ups are completed in a timely basis and sent to the Marketing Director(s) for placement on social media.

e. Send write ups to Solange Gagnon (Provincial) for placement on the HR website.

f. Ensure that the Event Checklist is tracked and complete before each event.

g. Solicit ideas from members for potential speakers or topics.

h. Coordinate event surveys (through HRANB website) and track survey results from event and make recommendations to Chapter Executive.

4. Director – Marketing 

a. Creation of brochure for PD sessions and other Chapter activities

b. Ensure that Chapter events are advertised externally (i.e Fredericton Chamber, radio ads etc).

c. Explore various social networking sites to increase awareness of Fredericton Chapter (i.e., Facebook, Twitter, LinkedIn etc.).

d. Creation of promotions that increase awareness of Chapter.

e. In collaboration with the Executive Director, identify key partners of the Chapter in the Greater Fredericton area.

f. Identify ways that partnerships can be mutually beneficial.

5. Director – Mentorship

a. Liaise with the Provincial Executive and staff regarding mentoring initiatives at the Provincial and Chapter levels.

b. Sit on the Provincial Mentoring Committee.

6. Director –Student Members and CPHR Support 

a. Liaise with UNB HR Student Association and the Student Representative to ensure that the connection with the Chapter remains strong and positive.

b. With direction from the Executive Director, provide support to the new and existing partnerships with other post-secondary education institutions.

c. Responsible for CPHR information sessions and answering questions regarding CPHR.

d. A potential resource for CPHR exams held in Fredericton.

7. Student Representative 

a. Represents the key link between the Chapter and the UNB HR Student Association.

b. Suggests ways that the Chapter can maintain/improve connections with HR students.

8. Government Relations 

a. Liaisons with local government offices promoting PD events and creating partnerships with high level speakers

