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EDUCATIONAL CONFERENCE CHAIR

The Educational Conference Chair is appointed by the President-Elect to serve for the year he/she is president.

Qualifications

· Demonstrated ability to lead a project and project team members.

· Has attended at least one state meeting
· Academy and Oregon Academy member in the Active, Life or Retired category.
Responsibilities

I. Attends all Oregon Academy Executive Board meetings (if unable to attend, appoints a proxy).
A. Serves as a non-voting member of the Executive Board
II. Works closely with the Oregon Academy Executive Office 

III. Committee

A. Recruits committee Chairs and Co-Chairs.

B. In conjunction with the Oregon Academy Executive Office, develops time lines and sets committee task deadlines.

C. Distributes job descriptions and time lines to committee members.

D. Determines, with Committee, the recommended speakers and program, as well as recommendations for activities and registration fees consistent with Oregon Academy policy. (See Policy and Procedures section)
I. Participates in the development of the call for speaker information.
II. Promotes the call for speakers (including coordination with the Director of Communications).
III. Participate in the speaker evaluation and development of the educational conference program.
E. Reviews exhibitor and sponsor information. 
F. Assists, as needed, in the review of online educational conference registration process. 
G. Monitors all committee progress and assists as needed.

H. Records minutes of committee meetings and distributes to committee members and Oregon Academy President (in conjunction with the Executive Office).

IV. Budget

A. In conjunction with the Oregon Academy Executive Office, develops proposed attendee rates and exhibitor rates which contribute to a break-even or modest profit projected financial outcome.

B. Submits proposed rates to the Executive Board for approval at least 3 months in advance. 
V. In conjunction with the Oregon Academy Office, prepares and/or reviews final financial statement after the meeting and presents to the Oregon Academy Executive Board (usually at least 6 weeks after the conclusion of the meeting). 
VI. Meeting Arrangements

A. Participates in program planning, including extra and/or new activities (early morning walks, yoga and/or poster sessions).

B. Works with the Oregon Academy Office to assure that the program has been submitted for continuing education credit.

C. Works with the Fundraiser/Raffle Chair to obtain fundraising items and baskets. 
D. Works with the Executive Board to staff convention volunteer positions (at least 1 month in advance of convention).
E. Attends the conference, assisting as needed.
VII. Meeting Closure

A. Prepares (or reviews) thank-you notes for various persons involved in the meeting. 
B. Participates in the review of conference evaluation and recommendations.
C. Transitions the new conference chair.
Rev. 5/2018

