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	JOB TITLE
	Annual Conference Track Breakout Session Coordinator 
2013 Managing Projects, Programs, & Portfolios Conference

	JOB DESCRIPTION 
	Job Summary
Assist Day of Event Manager with event activities on day of event. Job Duties 
· Attend pre-conference conference calls as required.

· Attend 1 on-site meeting prior to day of conference. 

· Arrive early day of conference to review room preparation and setup requirements and checkout equipment from site coordinator. 
· Ensure assigned room setup is complete as per site & track plan.
· Set up and pre-test all room equipment (audiovisual, etc.).
· Ensure room has necessary supplies (water, handouts, etc.)
· Check in with speaker prior to session for coordination of last minute needs
· Review speaker bio and information to prepare for introduction of speaker.
· Introduce speaker.
· Distribute speaker evaluation forms.
· Collect completed speaker evaluation forms at end of each session.
· Direct participants to next session as needed.
· Bring all issues immediately to Day of Event Manager for resolution
· Clear assigned room of any non-venue supplied items and return all rental equipment to venue management team at end of day
· Submit volunteer hours report to Day of Event Manager

Required Skills:   Good organizational skills.  Ability to quickly access surroundings and environment and respond accordingly.  Good communication and problem solving skills.  Knowledge of audiovisual equipment (overhead projector/laptop hookup).  Ability to work effectively with other team members.  
Additional Requirements:  Must have cell phone available to contact Day of the Event Manager if needed on day of event.  
Career Benefits – This position networks with the PMI local community at large and provides the opportunity to build project management and relationship skills.   For those not already PMI certified participation can be used towards project management hours required; those already certified will be able to use sessions attended towards PDU education hours.  

	JOB DURATION
	June 2013- August 2013

	TIME COMMIT / WEEK
	1 to 2 call-in meetings prior to event, 1 on-site meeting prior to day of, 10 hours day of event.

	CONTACT NAME
	Gay Lynn Calonge, Director of the Annual Conference

	CONTACT PHONE
	503-705-4048

	CONTACT E-MAIL
	annual_conf@pmi-portland.org 
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