
Events Vice Chair Description 
 
The Vice Chair of Events is responsible for leading the planning and executing of virtual and 
in-person events for Phi Beta Kappa New York’s Young Professionals community. Events are 
expected to be hosted every 1-2 months, and should cover a range of interests (e.g. 
professional networking, cultural events, educational panels, volunteer opportunities, etc.). The 
Vice Chair of Events is specifically responsible for ensuring that events are organized in a timely 
fashion, advertised with sufficient time in advance of the event, and running the registration 
through Eventbrite or another platform. The Vice Chair of events will be responsible to ensure 
events stay on budget, and will communicate with the Young Professionals Treasurer to 
coordinate any event-related expenses. 
 
In addition, the Vice Chair of Events will work closely with the events committee to host these 
events, and will also be in contact with Phi Beta Kappa’s general board to coordinate broader 
events for the general community. As needed, other members of the Young Professionals 
Committee will assist in planning, advertising, and hosting the events.  
 
Relevant Skills: 

● Strong organizational, as well as verbal and written communication skills 
● A keen interest in providing a space for the Young Professionals Community to come 

together 
● A good eye for detail and ability to manage last minute issues that may arise prior to an 

event 
● Desired, but not necessary: previous experience in organizing large events for a diverse 

group of people, particularly in the New York City area 
● A good understanding or willingness to learn more about event spaces in the New York 

City area, and openness to contact key stakeholders and event locations if necessary 
● Experience collaborating with other leaders and a readiness to brainstorm or provide 

feedback to other projects 
● Ability to advocate YP Committee interests and priorities to other stakeholders 
● Time Commitment: 

○ This role is expected to take ~10 hours per month, depending on the extent of 
events to be hosted 

○ Responsive to emails within 48 hours 
○ Availability for 1.5 hour Google Hangout Vice Chair* Meetings once every month 



○ Available for Emerging Leader** Meetings (1.5 hour) every 3 months 
○ Expected to serve at least one 2-year term, and no more than two terms 

 
*Vice Chair - Young Professional Committee meetings (6 members) 
** Emerging Leader - Extended Young Professional Committee meetings (~20 
members) 

 


