
General Responsibilities:


Director of Meetings/Associate Director

The Director of Meetings for (AMC’s name) shall be responsible for the planning, organizing, management, administration, profitability, and effectiveness of the various conferences, seminars, trade shows and special events conducted for specified client associations.  Tasks included in the successful management of those events will encompass, but not be limited to, the description that follows.

The Associate Director for (AMC’s name) will assist in the executive management of the client associations and serve as staff liaison to select committees for the Organization of ________________________________ and assumes the responsibility of association and company activities in the absence of the Executive Director/Managing Member. Works closely with the Executive Director/Managing Member in areas of administration in order assume responsibility for company activities in the absence of the Managing Member.

Director of Meetings, specific responsibilities:

Management of Meetings

Regularly makes independent committee-directed decisions regarding the implementation and coordination of educational programs for the clients.  Oversees and controls all activities relating to client conventions and trade shows.

Serves as the primary liaison to speakers selected by volunteer committees or by staff, overseeing their travel needs, AV requirements, handout reproduction, obtaining their photograph and background information, confirming the time, date and content of their presentation, etc.  (Confirmation to speakers should include copies of any materials or program brochures sent to prospective registrants.)

Monitors and updates count and anticipated attendance and provide to speakers and conference facility if attendance is not as originally anticipated.  Monitoring attendance will also require the Director of Meetings to recommend a "go" or "no go" in advance of the program if anticipated attendance does not warrant the conduct of a program.

Develops and monitors budgets for events.

For associations with Continuing Education Requirements (CEU’s), the Director of Meetings is responsible for understanding the format, rules, policies and requirements for providing CEU’s and for maintaining adequate supplies of required materials, files and records.

Working closely with the Account Administrator, the Director of Meetings is responsible for the delivery of adequate supplies of materials for programs (to include such things as handouts, badges, extra supplies, evaluation forms, brochures on upcoming events and activities, membership information, other handouts, and general registration desk supplies, etc.) to meetings.

Following the program, responsibilities include obtaining, reviewing, and approving speaker expense and honoraria submissions, composing thank you letters, ordering and sending a gift if no honoraria is provided, and providing reports on the success of the meeting to the Executive Director and Committee.

Facility Liaison
The Director of Meetings should maintain a current file of State and National conference facilities and properties appropriate for the meetings (AMC’s name) clients' conduct.

Responsibilities include site visits, evaluation, negotiation, and selection of conference facilities for client conferences; liaison with conference facilities for speaker needs, room set up, menu selection, food and beverage guarantees, billing, and all specifics of the meeting (including such details as set-up and location of registration desk, coat rack, food stations, noise or distractions, exhibit floor plans, etc.  All (AMC’s name) meetings are non-smoking and ashtrays should be removed if placed out in error) and other items contributing the successful conduct and layout of the meeting.  

Serves as on-site liaison to the conference facility seeing to attendee’s needs (location of restrooms, coffee out, all supplies provided - such as creamer, sugar, spoons, etc., coat rack provided), and speaker needs (test microphone, test AV equipment, etc.) and distribution of handouts, evaluation forms, and continuing education materials.

Serves as liaison to the banquet department for such details as menus, counts, guarantees, special needs, reserved tables; AV, etc.

Volunteer/Committee Liaison
Works with volunteer Program/Education Committee members, the Director of Meetings is responsible for selecting a program moderator, providing speaker introductions to volunteers, as well as information on the timing of sessions and breaks and location of luncheon or other food and beverage functions.

Attend meetings of Programs or Education Committees to obtain a greater depth of understanding about the plans and programs of (AMC’s name) client associations, composing and mailing copies of minutes of those meetings.  Works with the Chair to develop the agenda.

Communication
It is critical that on-going effective communication be maintained with the managing member/executive director.  Whenever possible support should be provided in the form of written reports in advance of questions from members/committees, and prior to Committee meetings.  Examples:  updates on exhibits sold, sponsorships obtained, attendance at Committee meetings, speakers confirmed, advertising sold, etc.

Associate Director

As the Associate Director for specified client associations, the Director is the Associate Executive Director for internal as well as external purposes, and should understand the mission, goals and objectives of the associations.  

The Associate Director should periodically attend client Board of Directors meetings to maintain visibility with the client organizations.

The Associate Director will work closely with the Executive Director to understand the issues, agendas, activities, programs, policies, and governance structures of the client associations.

