Omega Phi Alpha – Position Description

Title:  Convention Activities Director
General Purpose of Position:

To be the creative director for Convention by developing and overseeing the active track and all related activities.
Classification:  Appointment 
Level: National
Relationships to Other Jobs:

Elected by: 
VP Business Operations
Accountable to:
VP Business Operations
Support from:
Convention Coordinator, VP Business Operations
Works with:
Convention Coordinator, Alumnae Convention Coordinator, NEB, Awards Chair, Insignia Coordinator, workshop presenters, hotel representatives
Term of Service:
1 year(s) from August to July.   
 
Time Commitment: 
10-15 hours per week with peak hours in the months leading up to 

Convention
Required Qualifications:  
· Any lifetime member of Omega Phi Alpha in good standing.
Preferred Knowledge/Abilities/Experiences:

· Event planning experience
· Creativity

· Graphic design

· Computer skills, especially the Microsoft Office Suite

· Ability to travel to Convention

· Familiarity with OPA social networking sites and the OPA Forum

· Ability to delegate
· Self-motivated. Prompt responses to requests from NEB and active chapters.
Duties and Responsibilities:

· Oversee and assist in developing the convention schedule
· Plan all convention activities, with the exception of the alumnae track when an Alumnae Convention Coordinator has been appointed
· Plan and organize banquet
· Reach out to chapter(s) nearest the convention location to encourage their presence at convention and receive any advice or input
· Work with the Convention Coordinator, Alumnae Convention Coordinator, VP Business Operations, and VP Communications on the Convention Publicity Plan
· Work with VP Communications to write articles for each Chevron concerning convention
· Plan welcome reception, including icebreakers and any activities
· Plan the service project to be completed during convention.  Communicate transportation needs with the Convention Coordinator and VP Business Operations
· Design events and outings based on the approved budget.
· Respond to any questions within 48 hours via email or telephone 
Convention/ Midyear Attendance required?  Yes/ No
PAGE  
Approved by NEB

Effective Date: 12/14/10

