Omega Phi Alpha – Position Description

Title:  Alumnae Convention Coordinator
General Purpose of Position:

To be the event planner for the alumnae aspect of Convention by assisting in the development of the alumnae track and facilitating the events of each day. 

Classification:  Appointed
Level: National
Relationships to Other Jobs:

Appointed by: 
VP Alumnae Relations
Accountable to:
VP Business Operations and VP Alumnae Relations
Support from:
Convention Coordinator, VP Communications, VP Business Operations, VP Alumnae Relations, Board of Alumnae Affairs
Works with:
Convention Coordinator, National Executive Board, Awards Chair, Insignia Coordinator, Board of Alumnae Affairs, workshop presenters, hotel representatives
Term of Service:
1 year(s) from August to July. May be reappointed subject to yearly evaluation and other considerations.  
Time Commitment: 
10-15 hours per week with peak hours between March and July
Required Qualifications:  
· All national, district, and appointed officers must be members in good standing of Omega Phi Alpha.
Preferred Knowledge/Abilities/Experiences:

· Event planning experience (large scale)

· Computer skills especially in Microsoft Office

· Ability to travel for site visits

· Ability to travel to Convention

· Experience with negotiating contracts

· Membership and familiarity to the forum as well as Facebook

· Familiarity with the OPA Travel Policy.  

Duties and Responsibilities:

· Oversee and assist in developing the alumnae track and alumnae schedule for Convention.  Must include the luncheon and well as the alumnae meeting.  

· Work with Convention Coordinator to coordinate and create and itinerary for a site visit.
· Establish venue and meal options for alumnae luncheon.  Assist in the organizational efforts of the luncheon.  

· Work with Alumnae Societies Director for Alumnae Societies Induction planning if need be.
· Plan a senior ceremony for Convention.
· Work with the Convention Coordinator and VP Communications on the Convention Publicity Plan.
· Reach out to alumnae near the convention location to encourage their presence at convention as well as solicit ideas for outings and activities. 

· Plan outings and activities for alumnae to do together.  

· Promote and publicize incentives to alumnae (raffle and early registration)

· Promote the Alumnae Delegate positions.  

· Work with VP Communications to write articles for each Chevron concerning convention as well as one for the fall issue detailing the alumnae presence at Convention

· Assist the Convention Coordinator in planning welcome reception, including icebreakers, activities, and food and beverage.
· Work with Convention Coordinator to develop a feasible budget that must be approved by the NEB

· Familiarize yourself with the OPA travel policy and procedures.  

· Perform a site visit during which you will follow the site visit procedures.  

· Respond to any questions within 48 hours via email or telephone.  

Convention/ Midyear Attendance required?  Yes/ No
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