Green River Regional Educational Cooperative, Inc.  

PROFESSIONAL DEVELOPMENT EVENTS COORDINATOR

JOB DESCRIPTION

The Professional Development Events Coordinator for the Green River Regional Educational Cooperative will lead efforts to organize and provide for the smooth delivery of Cooperative training activities and for coordination of PD with partner agencies and consultants.  GRREC’s Professional Development Events Coordinator works mostly behind the scenes, running and supervising to ensure that the event is executed as creatively as possible. The individual will plan and publicize the Professional Development event to bring the right people to the right place at the right time. 
Qualifications:

· Minimum of BA degree

· Minimum 5 years experience in events coordination is preferred.
· Experience in project facilitation (planning, designing, and evaluation)

· Excellent analytical skill; experience with data collection and evaluation

· Strong oral and written and interpersonal communication skills

· Good computer skills with a variety of programs and software, specifically the ability to create word processing and desktop publishing documents, spreadsheets and databases as well as obtaining a good working knowledge of GRREC’s technical equipment
· Ability to work independently with little direction

· Good interpersonal skills; ability to be a team builder as well as a team player

· Ability to promote positive public relations on behalf of a project and the organizations involved and on behalf of the Cooperative

· Have excellent time management and organizational skills

· Be enthusiastic, self-motivated and outgoing

· Be able to establish productive relationships with people at all levels

· Be able to gather and interpret information for organizational research

· Have a positive and adaptable approach to problem solving

· Be innovative and creative to distinguish your event as a quality event

· Have knowledge of sales, marketing or copywriting

· Have an understanding of budgeting and financial management

· Be able to work as part of a team

· Possess an eye for detail

· Must be able to work in a fast-pace environment

· Regularly required to stand and talk or hear.

· Must be able to occasionally move up to 50 pounds

· Ability to make sound decisions fast

· Good problem solving skills

· Ability to work in a high paced, high pressure environment

· Previous experience of business planning with the ability to understand and positively impact customer satisfaction, food cost, inventory control and safety.

· Meticulous attention to detail with the ability to meet tight deadlines

· Flair and imagination

· Calm, efficient and reliable under pressure

· Comfortable dealing with people from all walks of life

· Health & Safety awareness

Annual Contract:     
minimum 200 days
Salary:  
As indicated on the Board-approved salary schedule for Administrative support or Instructional Support
Reports To:
Associate Executive Director for Learning Support and Executive Director; evaluation performed annually

Performance Responsibilities:

1. Provide courteous service to our guests and be cordial to all Team Members.
2. Provide a lead role in the planning and organization of Professional Development activities including studying carefully the best way to carry out a particular event.

3. Facilitate collaboration between school districts and other agencies, i.e., Kentucky Department of Education, WKU, etc., as needed on behalf of high quality professional development activities for member districts.

4. Compile and analyze internal and external data as applicable for instructional program planning including evaluations of specific PD activities, CDIP’s, CSIP’s, SISI audits, districts report cards, NCLB data, etc.

5. Supervise the processing and maintenance of Instructional Leadership (EILA) training proposals and follow-up records.

6. Work closely with providers of PD activities in the identification of the target audience and coordination, planning, and scheduling of breaks.

7. Prepare and assist in preparation of reports, records, and other documentation as requested.

8. Perform various marketing and recruitment activities for the promotion of GRREC-sponsored events including the development of written materials to promote PD activities, registration activities, and presentations to various groups.

9. Support the promotion of clear communication, collaboration, and integration of research across all GRREC teaching and learning initiatives and projects.

10. Assure compliance with policy, procedures, or agreements as applicable to assignment.

11. Attend regional, state, and national meetings and conferences as appropriate to areas of duty and as requested by the Associate Executive Director for Learning Support, Executive Director and Board.

12. Work harmoniously, professionally, and collaboratively with other Cooperative personnel.

13. Assist directly and indirectly with the public relations program of the Cooperative.

14. Perform duties and responsibilities in a manner consistent with high professional ethics and courtesy.

15. Manage all aspects of events: logistics, booth/space needs and design, signage, staff, collateral, vendors, shipments, invoices, schedules and timelines, etc.

16. Will be responsible for managing and tracking event calendar (using Office Tracker software) for GRREC events.

17. Will update Web site as pertaining to events and make recommendations within GRREC as to promotion of events on site. 
18. To meet contractual obligations and the highest quality possible of guest service.

19. Coordinate needs with Food & Beverage, IT, and other requested services offered at GRREC.

20. Generate all necessary material requests, check requests and support material to ensure all invoices        are paid promptly.

21. Promote the highest degree of quality customer service, both internally and externally.

22. Proof reads promotional materials that go to public view.

23. Update job knowledge by participating in educational opportunities; reading professional publications; maintaining personal networks; participating in professional organizations.

24. Maintain professional appearance standards at all times.

25. Communicate effectively with all involved in the event both orally and in writing.

26. Maintain a good attendance record.
27. Hiring any necessary staff and equipment. 

28. Communicate requirements of all assigned functions to appropriate staff through pre-con meetings.

29. Develop a personal rapport with clients that will encourage trust and confidence.

30. Coordinate activities of banquet set-up and audio/visual staff.

31. Review and coordinate upcoming catering and conference requirements.

32. Maintain quality of physical items: tables, chairs; equipment; linen; and the appearance of the      Conference Rooms and Foyers.

33. Request necessary purchase orders for replacement of operating equipment.

34. Record and monitor menu counts.

35. Prepare an annual budget, monitor it carefully and update the budget monthly and yearly.

36. Perform related duties as assigned.







