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Committee Member: Director of Site Selection/Event Coordination

Position Summary:

The Director of Site Selection/Event Coordination will work closely with the VP of Programs and Professional Development and manage the negotiations of all program location and catering needs for monthly programs and professional development events while adhering to the budget.

Time Commitment:
Term: One Year
Reports to:  VP of Programs
Estimated Time Requirements per month/year:
· Attending monthly chapter meetings: 3 hours plus travel time
· Communicating with the VP of Programs: 2-3 hours 
· Coordinate with VP of Professional Development for events: 4-6 hrs year
· Seek out, coordinate and negotiate event plan: 3-4 hours
· Attends annual day Board Retreat in November/December: 1 day
Description of Responsibilities:

Chapter Support

· Works closely with the VP, Programs to coordinate the location, food, facilitator needs, and audiovisual requirements for events.

· Utilizing chapter feedback when selecting future locations for events.

Board/Chapter Participation
· This position is a non-voting Board role.
· Represents the chapter professionally and ethically in all business functions/organizational activities.
· Attends chapter meetings/programs as available.
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