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	JOB TITLE
	Registration Table Volunteer, 2013 Annual Conference

	JOB DESCRIPTION 
	Job Overview
Reports to Registrations PM. Provide support for the conference registration to ensure attendees have a smooth, positive experience relating to registering for the event and being greeted at the registration table.

Job details may include all or a portion of the following:

· Greet attendees, sponsors and speakers of the event and direct them to the proper locations and/or people

· Verify registration and resolve any outstanding questions

· Provide event nametag and materials

· Organize registration table in a way that provides for a smooth, consistent flow of traffic

· Assist attendees with registering online if necessary

· Organize and distribute nametags
· Hand out parking passes and Conference Guides

· Ensure all cash and/or credit card information is secure
· Help at registration desk in rotation after the rush hour for the rest of the day to assist people with any questions or directions.

· Help session coordinators to collect the surveys to provide smooth flow of traffic.
Required Skills:   Good organizational skills.  Attention to detail.   Ability to respond quickly and remain calm in chaotic situations. Ability to work effectively with others.  May require lifting of materials being handed out and transporting materials to the conference. May require assisting with registering attendees online.

Volunteers working 8 hours will be extended a free invitation to the conference.  To make up the 8 hours, you will need to volunteer for Annual Event Activities prior to the event.  The Annual Conference Director can offer more volunteer opportunities.
Career Benefits – This position networks with the PMI local community at large and provides the opportunity to build your professional network.  This position develops material development and relationship building skills.

	JOB DURATION
	August 2013

	TIME COMMIT / WEEK
	At least 10 hours with 2 hours day of event

	CONTACT NAME
	GayLynn Calonge, Annual Conference Director, Phone: 503-705-4048
annual_conf@pmi-portland.org
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