Events Coordinator

The Events Coordinator is appointed by the Regional Management Team.

She shall:

1.
in consultation with the RMT,  secure appropriate venues for regional programs and events; inspect facilities and assist in contract negotiations for Regional events; ensure contracts are forwarded to Finance Coordinator for signature;

2. invite choruses to host the Workshops;

3. coordinate on-site arrangements for all regional meetings and events, including regional competitions


-
Regional Convention, including 1st Nite (hosted by RMT)


-
Strategic planning session


-
Fall Workshop


-
Spring Training Workshop


-
Regional Education Faculty Workshop


-
Arrangers’ Workshop


-
RMT meetings

4. serve as or oversee the work of the Chair of the Regional Convention (CRC) as defined in the Guidelines for Regional Convention and approve all mailings/forms distributed by hostess chapters and Convention Steering Committee;

5. work in coordination with the Marketing and Education Coordinators on marketing events; 

6. recommend, for appointment by the RMT, chairs of all Regional events;

7. assist the organizing committee in the preparation of budgets for each event and present same to the Management Team for approval;

8. maintain and update/revise the Welcome Mat and Region #26 Supplement to Guidelines for Regional Conventions;

9. arrange meeting rooms and sleeping accommodations for RMTand other Meetings; inform Team Members of arrangements; ensure meeting rooms are set up as required;

10. be responsible for the Regional Flags, ensuring that the appropriate person is transporting them to the next event:  Spring Training, Fall Workshop or Convention; ensure flags are properly pressed before display;

11. maintain Long Range Planning Calendar;

12. attend official inspections and competitor briefings at convention;

13. with the Competition Coordinator, calculate Novice and Most Improved Quartet awards and advise winners; invite them to attend Show of Champions to receive their awards;

14. with the Competition Coordinator, calculate the Novice Director winner and communicate this information to Sandy Marron for presentation;

15. seek and develop/mentor Regional Event Site Coordinators;

16. oversee Regional Event Site Coordinators and oversee registrations for all regional events;

17. identify and encourage potential Regional Leaders; and

18. at the completion of her term of service, review all job descriptions within her purview, forward recommended changes or advise that no changes are required, to the Regional Bylaws and Rules Chair.

