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Project Management Institute


Portland Chapter
Volunteer Job Description Form

	Job Title
	Project Manager - Speaker Team

2012 Managing Projects, Programs, & Portfolios Conference

	Job Description
	Job Summary:

This volunteer will oversee the selection criteria, recruitment, and management of speakers for PMI Portland Chapter’s 2012 Annual Conference.

· Help recruit volunteers for the Speaker Team and manage volunteer efforts to recruit speakers.

· Solicit potential speakers for the conference by sending them the “call for speakers” documents. Review returned speaker proposals with your team, select speakers and notify them of their selection.

· Obtain materials from speakers including: bios, .pdf copies of their presentations, pictures and presentation needs and work with Marketing PM, Venue PM, and website manager to ensure successful event marketing and event logistics.

· Provide a speaker survey form for the On-Site PM, collect completed surveys following the conference and compile the data collected.

· Thank each speaker with a gift and a follow-up email that includes the survey results from his/her workshop.

Required Skills:  Ability to manage a team of volunteers and work effectively with other internal team. Excellent communications, organization, and interpersonal skills. 
Desired Skills: Proficiency at Microsoft Office applications.


	Job Duration
	6 months – February through August 16th 2012.

	Time Commitment / Week
	4-6 hrs / week

	PDUs
	1 PDU for each volunteer hour worked up to the maximum allowed.

	Contact Name
	Director of Annual Conference, Kristen Funk-Tracy

	Contact Email & Phone
	annual_conf@pmi-portland.org or 503.502.8145
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