NAFSA: Association of International Educators
Region VI

Job Description
Local Arrangements Chair
Term:


One Year

Appointment:
By the Regional Chair (in consultation with respective 

State Representative, Conference Planner, and team)
Qualifications:



Candidate should possess strong organizational skills and knowledge of conference venue.  

Responsibilities:


1)
Serve as liaison between the regional team and the conference site, including, visitors’ bureaus, local universities, and other local entities.  

2) 
Assume responsibility for conference programming outside of the sessions.
3) 
Establish Local Arrangements Committee and assign responsibilities to committee members as appropriate.

4) 
Promote the conference at other events prior to the conference (e.g., state meetings, Regional Updates, and prior Regional Conferences).
5)
Coordinate no-host dinners

6)
Coordinate volunteers
7)
Coordinate hospitality table
8)
Work with Conference Planner to coordinate Special Event
9)
Assist Conference Planner and Chair in securing a keynote speaker

10)
Coordinate Team Dinners at a local restaurant
Note: All team positions must meet the standard qualifications and requirements articulated in the General Requirements of Team Positions. 
