NAFSA: Association of International Educators

Region VI

Job Description

Conference Planner/Conference Planner Apprentice
Term:
Two Years – in the first year, the individual will serve as an Apprentice and will shadow the Conference Planner; in the second year, the individual will serve as the Conference Planner
Appointment:
By the Regional Chair (in consultation with regional team)

Qualifications:
NAFSA member; knowledge of the association; some experience with event planning; strong organizational abilities; strong communication skills.

Responsibilities:
General:

1)    Attend Washington Leadership Meeting (costs covered by NAFSA in year as Planner)
2)    Coordinate Spring Meeting Arrangements with Chair

3)    Work with Chair Stream to Select Future Conference Sites

4)    Train Conference Planner Apprentice and assign tasks as appropriate; Conference Planner Apprentice will participate in all Conference Planning teleconferences and assist with planning as needed
Conference:

1)    Work with Finance Committee to establish conference budget

2)    Submit all proposed expenditures to Finance Committee for approval
3)    Interface with official NAFSA hotel negotiator, Chair Stream, and hotel (Note: Hotel   

       negotiator will take the lead in conversations pertaining to hotel contracts.) 
4)    Interface with hotel staff and team

5)    Arrange Catering and AV for Regional Conference

6)    Work with Chair Elect to Select Session Rooms and Set a Schedule

7)    Work Closely with Local Arrangements Chair

8)    Work with LAC to Coordinate Networking Event

9)  Arrange for signage: Registration, Hospitality Table, Session Signs, etc.

Note: All team positions must meet the standard qualifications and requirements articulated in the General Requirements of Team Positions. 
Benefits:
· At the annual fall conference, the Conference Planner Apprentice will be assessed the “student” registration fee rate

· At the annual fall conference, the Conference Planner’s registration fee will be waived
