VP of External Programs
The VP of External Programs will be responsible for overseeing the planning and execution of volunteer opportunities and managing key external-facing events, including Meet the Firms. This role requires strong organizational skills, excellent communication abilities, and a passion for community engagement. The VP will work closely with other club leadership members to manage volunteer hours tracking and ensure the success of external programs that align with the club's mission and goals.
Key Responsibilities:
1. Volunteer Event Planning:
· Plan, coordinate, and execute volunteer opportunities and community service events for the club throughout the year.
· Work with local organizations, businesses, and community leaders to identify meaningful volunteer opportunities that align with the club’s mission.
· Communicate with members about upcoming volunteer events and ensure proper participation.
2. Tracking Volunteer Hours:
· Communicate with club members on how to properly track and record their volunteer hours.
· Ensure that all members are aware of the process for logging volunteer hours and follow up to ensure accurate records are maintained.
3. Meet the Firms Event Logistics:
· Collaborate with the VP of Communications and other leadership to plan the logistics of Meet the Firms, including selecting the catering menu.
4. Administrative and Reporting:
· Provide updates on volunteer and event activities to the club leadership and ensure that all necessary reports, including volunteer hour records, are up to date.
· Track statistics of volunteer hours served, meals provided, etc.
Qualifications:
· Strong organizational and time management skills.
· Excellent communication skills, both written and verbal.
· Experience with event planning, volunteer management, or community outreach is preferred.
· Ability to engage and motivate club members to participate in volunteer and external programs.
· Proficient in Google Suite and other office software for tracking and communication.
· A passion for giving back to the community and making a positive impact.
· Ability to work collaboratively with other members of the leadership team and external partners.
