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	JOB TITLE
	Sponsor Team Member
2013 Managing Projects, Programs, & Portfolios (MP3) Conference

	JOB DESCRIPTION 
	Job Summary 
This volunteer will assist the Sponsor Project Manager in the recruitment, selection and management for Sponsors of and Exhibitors of the PMI Portland Chapter Annual Managing Project, Programs and Portfolios (MP3) Conference.  
Job Duties:
· Assist in the solicitations of potential 2013 MP3 corporate sponsors and exhibitors.
· Contact and then email sponsorship brochure and information to potential corporate sponsors.

· Follow up with interested companies.

· Obtain completed sponsorship agreements from corporate sponsors.
· Provide operational support and management of sponsor and exhibitors.
· Collect collateral needed from sponsors (corporate logos, ads for PMI website and newsletter according to required specs, company information, slides, conference attendee registrations, etc.)

· Identify sponsors’ needs for exhibits and communicate those needs with conference director and Venue PM.
· Communicate with Marketing team, newsletter editor and website manager to ensure proper sponsor recognition as outlined in the sponsor recognition plan (brochure).
· Coordinate materials/technology needs for speakers with Venue team
· Obtain and compile sponsor slides.
· Send out day-of details and reminder notices to sponsors
· Confirm details and resolve questions with sponsors one week before event.
· Send out thank you notes to sponsors following the conference and solicit feedback about their experience.

· Report volunteer hours to Sponsor PM..
· Attend meetings as called by the Sponsor PM.

· Participate in the Lessons Learned Session after the Conference.

Required Skills: . Strong communications, organization, interpersonal skills.   Ability to take direction and work effectively as a member of a professional team.  Experience in customer relations and revenue generation is a plus.  
Career and Personal Benefits:  This position provides the opportunity to add leadership skills to your project management experience and exposure to the PMI community at large.  You will be building contacts and relationships with professional agencies and businesses that actively engage project management professionals.  . 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 – August 2013

	TIME COMMIT / WEEK
	Approximately 2-4 hrs. / week, potentially more hours at the beginning of the project and closer to day of conference. 

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

	CONTACT NAME
	Gay Lynn Calonge,  Director of Annual Conference

	CONTACT PHONE
	(503) 705-4048

	CONTACT EMAIL
	annual_conf@pmi-portland.org 
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