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Round Table on Information Access for People with Print Disabilities Inc. 

Job Description: Conference Coordinator
The following outlines the duties expected of the person holding the position of Conference Coordinator, Round Table on Information Access for People with Print Disabilities Inc. In addition to the specific duties of this position the Conference Coordinator is also expected to share in the general duties required of all Executive Committee members. General Executive Committee Member duties are included, for convenience, at the end of this document.

Specific Position Duties

Note: The assistance of the Round Table Administration Officer may be sought with any of the duties however it is the responsibility of the Conference Coordinator to ensure that they have been carried out.

· Work in collaboration with the Executive Committee to identify a location for the conference.

· Recommend conference dates to the Executive Committee, giving consideration to possible conflicts and advantages of selected dates, including but not limited to: industry events, school and public holidays, sporting events, venue availability and significant local events.  
· Work in collaboration with the Administration Officer to identify and contact possible conference venues, organise a site visit to check on the suitability of possible venue and obtain quotes from suitable venues.
· Consider potential conference cost and prepare a conference fee schedule for Executive Committee approval.

· In collaboration with the Executive Committee approach a suitable individual to liaise with the hotel audio staff.
· Work in collaboration with the Executive Committee to identify a Conference Program Coordinator.

· In conjunction with the Conference Program Coordinator recommend a conference theme to the Executive Committee. 
· Assist the Conference Program Coordinator to identify and recommend a keynote speaker(s).
· In conjunction with the Conference Program Coordinator organise the Call for Papers. 
· Assist the Conference Program Coordinator and Administration Officer to prepare and circulate the Conference Program and registration form. 
· In conjunction with the Executive Committee, explore new groups to which the conference can be promoted.
· Assist the Administration Officer to prepare and circulate Trade Exhibitor Information.
· Identify, source and organise volunteer sighted guides.
· Organise sighted guide training for venue staff and volunteers.
· Organise orientation session(s) for Vision Impaired delegates attending the conference.
· Coordinate conference preparations.
· Attend the Annual Conference.

· Be aware of and ensure the Conference Preparation Booklet is kept up to date.
General Executive Committee Member Duties

· Attend and actively participate in Round Table Executive meetings
· Actively participate in the work of Round Table outside committee meetings
· Assist in preparation of AGM documents where required
· Attend conference and assist the Round Table Administration Officer

· Keep up-to-date with trends and advances in the industry and circulate information of interest to Executive Committee members
· Undertake responsibility for leading designated projects as determined by the Executive committee, and make regular progress reports back to the Committee
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