


POSITION: 		Certification Director

RESPONSIBLE 
TO: 			President, Board and Chapter Members

FUNCTION
Provide overall guidance and leadership to Northstate SHRM members who desire to further their career by obtaining certification credentials with SHRM or HRCI.

RESPONSIBILITIES
· Keep abreast of resources available from SHRM & HRCI and share with Chapter Board and members as appropriate
· Keep abreast of the changing certification study and testing environments for SHRM & HRCI and share with Chapter Board and members as appropriate
· Answer questions or provide links and resources regarding the difference between HRCI & SHRM Certifications.
· Lead the efforts to coordinate Certifications study groups for HRCI & SHRM
· Reach out to general membership to assess needs and interests in this area; begin marketing and awareness of Certification testing and registration deadlines in early January for Spring study groups; In July/August for Fall study groups.
· Host an informational meeting in early January and early August to gauge interests in any who wish to participate in a study group.
· Support coordination of Fall and Spring study groups as needed; designate someone in the group to communicate with everyone during the term of the group
· Check in with study groups a couple times through each term to encourage and support.   Ask for testing dates;
· Follow up with those who indicated they were going to test and check status to see if they passed; 
· Report to board meetings anyone who passed their certifications.  
· Work with Marketing/Local newspaper to get list of accomplishments in the paper to recognize and encourage the hard work of members obtaining new certifications.
· Obtain Certification credit numbers from SHRM & HRCI for monthly meetings. (Or get a volunteer to do this part.  It takes approximately 1 hour per month if all the information is available.)
· [bookmark: _gjdgxs]Represent Certification at board meetings

REQUIREMENTS
· Must be a NSSHRM member in good standing
· Must be a SHRM member in good standing
· Ability to effectively represent organization to the community at large
· Effective communication skills (oral, written and presentation)
· Ability to motivate and encourage study groups to achieve their goals; be their cheerleader.
· Must attend 50% of NSSHRM events and 80% of Board meetings


TIME COMMITMENT, in addition to Board and Monthly meetings:
Average 5 hours a month.  (Only more if you choose to be more involved).
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