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	Job Title
	Marketing Team Member
2013 Managing Projects, Programs, & Portfolios Conference

	Job Description

	Job Summary:

This volunteer will assist the Marketing Team Project Manager in creating and distributing marketing materials for PMI Portland Chapter Annual Managing Project, Programs and Portfolios (MP3) Conference.  

Job Duties: Assist the Marketing PM as assigned in the following areas

· Creating and distribution of marketing materials (postcard, mailings, emails, website, Linked In notices, twitter posts, Facebook posts, etc.)

· Assist in marketing to the identified demographics (PMI membership, community outreach, academic institutions, other professional organizations such as the Program Management Forum, SAO, OGI, BA
· Evaluation of registration numbers for demographic outreach effectiveness

· Distribution of marketing materials to PMI members, regional chapters, and other partners.

· Working with roundtable and dinner event managers/coordinators to announce the details of the Conference

· Supporting the collection of raffle items from Speaker, Sponsor, Exhibitor teams.

· Collection of information (and maintain a raffle spreadsheet) provided by sponsors, speakers & exhibitors that wish to participate in the raffle/

· Creating the Conference Program Brochure and coordinate printing & distribution.

· Help gather and organize materials for the PMI Booth at the conference
· Participate in the Lessons Learned Session after the Conference.

Required Skills:  Good communications, organization, and interpersonal skills.   Ability to take direction and work effectively as a member of a professional team.  Marketing, sales and/or graphic experience a plus.   
Career and Personal Benefits:  This position provides the opportunity to add to your project team experience and exposure to the PMI community.  You will be building relationships within the professional community. Depending on the number of volunteer hours contributed, you may be able to attend the event at no charge and can use hours above the minimum required for free admission towards PDUs.

	Job Duration
	March 2013 through August 2013.

	Time Commitment / Week
	1 to 4 hrs / week

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

	Contact Name
	Director of Annual Conference, Gay Lynn Calonge

	Contact Email & Phone
	annual_conf@pmi-portland.org or 503.705.4048*
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