NAFSA: Association of International Educators
Region VI

Job Description

Registrar
Term:


Flexible (two year term with an optional third year) 
Appointment:
By Regional Chair (in consultation with the previous 

Registrar and regional team)

Qualifications:
Candidate should possess strong organizational skills and working knowledge of NAFSA as an organization. 

Responsibilities:
1)
Manage, with the assistance of Experient/NAFSA National, all details of regional conference registration and associated professional development workshops, including creation of a registration form and a database of registration information. 

2) 
Keep track of information about complimentary registrations and special guests. 

3) 
Maintain and track data on registration numbers both in advance of conference (to share with regional leadership, local arrangements team, caterers, etc.) and after the conference (to share with regional leadership team and NAFSA national for evaluation and planning purposes).  Prepare associated reports.   

4) 
In consultation with the conference chair, arrange the details and location of on-site registration. 

5) 
In coordination with Local Arrangements Chair, train volunteers and provide ongoing supervision/back up for registration table. 

6) 
Provide written registration instructions for volunteers, including FAQs. 

7) 
Monitor activities of on-site registration and provide updated data to conference chair and local arrangements team, as necessary. 

8) 
Share contact information of registered conference participants with Membership Chair so that regional mailing lists can be updated. 
9)
Provide support to conference and meeting planners for other regional events (annual state meetings, stand alone workshops, etc.), as necessary.  
10) 
Set goals for the upcoming year at the Spring Team Training. Prepare a written report of each year's activities for preparation at the Spring Team Training.

11) 
Make recommendation for and orient the Registrar successor. Maintain records to forward to the next Registrar. 

12) 
Serve as a member of the regional team, representing the interests of conference registration and general regional conference planning at Spring Team Training, at the team meeting immediately following the regional conference, at the team meeting at the national conference, and at other times as designated by the Chair.

Note: All team positions must meet the standard qualifications and requirements articulated in the General Requirements of Team Positions. 
[Type text]
[Type text]
[Type text]



March 2015


