Omega Phi Alpha – Position Description

Title: District Summit Logistics Coordinator
General Purpose of Position:

To be the logistics planner for each district summit by securing all locations and setup needed, overseeing registration, and planning the facilitation for the day of events.
Classification:  Appointment 
Level: National
Relationships to Other Jobs:

Appointed by: 
VP Programs
Accountable to:
VP Programs
Support from:
District Summit Activities Coordinator, VP Programs
Works with:
District Summit Logistics Coordinator, VP Programs, VP Communications, VP Finance, Traveling Leadership Consultants, active chapters, and local vendors
Term of Service:
1 year(s) from August to July.   
 
Time Commitment: 
5-15 hours per week with peak hours in the months leading up to 

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

· Hotel experience
· Event planning experience
· Computer skills especially in Microsoft Office
· Ability to communicate virtually
· Experience with negotiating contracts
· Membership and familiarity to the forum as well as Facebook
· Familiarity with the OPA travel policy and procurement and payment policies
· Self-motivated. Prompt responses to requests from NEB and active chapters.
Duties and Responsibilities:
· Get in touch with the virtual assistant to set up your email alias

· Get access to our event registration site

· Get access to our surveying site

· Get access to virtual files

· Follow the district summit planning procedures
· Make sure all logistical items on the district summit checklist are completed
· Encourage interaction amongst sisters in each district prior to district summit
· Respond to any questions within 48 hours via email or telephone
Convention/ Midyear Attendance required?  No/ No
District Summit Attendance required? No (but preferred whenever possible)
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