NATIONAL INDIAN CHILD WELFARE ASSOCIATION

POSITION TITLE:
Event Manager

SALARY RANGE:
Level I $35k to $42k

Level II $43K to $48K

CLASSIFICATION:
Operations, regular, full-time, exempt

SUPERVISOR:

Deputy Director

RESPONSIBILITIES:  The event manager for the National Indian Child Welfare Association is responsible for ensuring that current, relevant training curriculum and information related to Indian children’s social and health issues is made available to Indian communities and programs so they can provide effective services to Indian children.  The following specific responsibilities must be carried out:

· Ensures that correct, timely and effective execution of information, events, and services are provided to all Indian communities and programs, other agencies, clients, funders, and NICWA staff on issues such as Indian child welfare, children’s mental health, child abuse and substance abuse prevention and intervention, public policy, legislation, organizational and management services, etc., in a variety of venues such as conferences, trainings, meetings, and newsletters

· Provides leadership on an annual conference planning team that involves several cross-functional NICWA disciplines, ensuring maximum participation and involvement with key staff and outside consultants and high-level organization of work plans, timelines, and deliverables so that event deadlines are always met and that the resulting conference is presented in a professional manner

· Works with the program department to ensure that this position’s information outreach efforts to Indian communities and programs are shaped by and responsive to the communities served 

· Ensures that community awareness on the above issues is continuously promoted through written materials and/or public presentations made by the employee in this position

DUTIES

1. Acts as team leader of the annual Protecting Our Children conference planning team, selects appropriate team members, schedules regular team meetings, coordinates meeting records, and handles team performance issues to make sure the work plan, timeline, and deliverables are met on or before deadline and that the team functions with a high level of organization and accomplishment

2. Coordinates the annual “Protecting Our Children” conference by interfacing with the program department for theme, workshop topics and presenters, ensuring that the conference content is relevant, state-of-the-art, and appropriate for the intended audience, keeping in mind that participants must be able to use the information to provide effective services to Indian children

3. Analyzes potential sites for the annual conference and other contracted conferences, training institutes, board meetings, and other meetings for overall maximum benefit for constituents and NICWA, and with this in mind, negotiates hotel/facility and other supplier contracts to the best advantage, and evaluates the site and facility services for future planning purposes

4. Ensures sound management of the fund center budget and resources, including implementation of conference/training events in accordance with organizational goals and objectives, negotiation of hotel/facility, supplier and consultant contracts to NICWA’s best advantage and ensuring compliance with NICWA’s established procedures
5. Coordinates presenter support for the annual conference and other events, such as training institutes, contracted conferences, and meetings with the program department, ensuring that negotiation of fees/honorariums has been done by program staff; works with support staff to coordinate travel and lodging arrangements; ensures handouts, materials, and equipment required for workshops are on hand; and analyzes evaluations of workshops for use in future planning

6. Coordinates participation with local planning groups, i.e., organizations located in the vicinity of the annual conference, to solicit and negotiate maximum co-sponsorships for a variety of related activities, e.g., presenter travel, funding for break refreshments and banquet services, volunteers for registration, etc.

7. Coordinates the outreach for the annual conference co-sponsorship, sharing this effort with the Development Department, and making sure that effective solicitation is made with pertinent and accurate mailing lists to maximize successful donations

8. Recruits high-quality vendors and exhibitors for the annual conference exhibition hall, making sure that all available space is filled to capacity and that activities in the hall are arranged to promote exposure of exhibitors to conference participants

9. In coordination with the Development Department, develops the plan and process to solicit advertising revenue in the annual conference agenda book, the PowerPoint movie that is shown during the conference, and other venues 

10. Works with support team lead and support staff to oversee conference and meeting registration activities for the annual conference and other contracted conferences and meetings

11. Develops professional-looking and accurate conference/meeting print materials, such as call for presentations, registration flyers, posters, agenda, evaluation forms and reports, negotiates production with print and mail vendors and ensures timely mailing to achieve maximum participation

12. Authors a variety of written materials including reports, correspondence related to conference/meeting planning, and newsletter articles in a professional and timely manner

13. Prepares reports and other documents required by any contract

14. Prepares and presents reports to the deputy director, board of directors, and executive director on a periodic basis or on request

15. Implements evaluation studies or activities to ensure effective services and provides report to deputy director with plan for improvement or enhancement as needed

16. Works with deputy director and financial services coordinator to develop conference and meeting budgets and monitors monthly financial reports for current projects

17. Performs other duties as assigned, such as representing NICWA on various committees and participating on internal teams or development activities.

QUALIFICATIONS

1. Has bachelor’s level degree in social services, business management, human resources or related field or equivalent specialized experience

2. Has strong working knowledge of Indian culture, social service systems and policy structure

3. Has ability to work in a team environment, both in leadership and peer relationships, with higher level skills demonstrated as a team leader

4. Has the ability to work in NICWA’s Portland office

5. Has strong organizational skills

6. Has ability to meet with, solicit cooperation of, and deal effectively with people at various levels, e.g., board members, presenters, clients, program directors, tribal representatives, trainers, consultants, vendors, etc.

7. Has demonstrated use of analytical and planning skills

8. Has ability to act as a broker of services using skills such as negotiating, mediating, consensus building

9. Has demonstrated ability to communicate both orally and in writing in an effective, professional and timely manner, including publication-quality editing and authorship

10. Has ability to use In Design or other desktop publishing programs to produce professional-looking newsletters and other print materials, such as flyers

11. Can capably operate a variety of office equipment, such as computer, photocopier, printer, etc.

12. Able to travel approximately 15% of work year

