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POWERtalk INTERNATIONAL

AUSTRALIAN REGION

JOB SPECIFICATION – CONFERENCE COORDINATING COMMITTEE

The following committees make up the Conference Coordinating Committee under the Chairmanship of the Conference Coordinator:

· PROGRAMME (includes Education)

· REGISTRATIONS & FINANCE 

· HOSPITALITY & SOCIAL (includes Pages, Housing & Properties)

· SECRETARY

· REGION PRESIDENT (ex-officio)

The following committees are closely associated with the Conference Committee and are invited to Conference Committee meetings as required:

· PROTOCOL 

· PREM

· SPEECH CONTEST

· DEPUTY CO-ORDINATOR

Other officers to keep informed, as required:

· REGION BOARD 

· PARLIAMENTARIAN

· REGION CLO

· WEBMASTER
· PUBLICATIONS CHAIR

· CREDENTIALS

· ACCREDITATION

· NOMINATIONS & ELECTIONS

GUIDELINES FOR COMMITTEE CHAIRMEN:

1. The Region President is ex-officio a member of each committee.

2. The following general principles apply:

a. Region President attends Committee meetings when convenient.

b. Conference Coordinator attends all sub-committee meetings.

c. Sub-Committee Chairmen must consult with the Conference Coordinator re dates of meetings, which must be convenient for the President & Coordinator.

d. Coordinator to advise Region President of dates.

3. Sub-Committee Chairmen to send meeting notice and agenda to committee members for the first meeting. Thereafter, the next meeting to be confirmed at close of meeting and agenda available at meeting.

4. Minutes:         

a. Sub-Committee Chairmen to send via email within seven (7) days of meeting copies of minutes to:

· Conference Coordinator

· Region President

· All members of that sub-committee

5. Reports:


a. Sub-Committee Chairmen to send via email within seven (7) days of meeting copies of report to:

· Conference Committee (Coordinator, Programme Chairman, Registrations & Finance Chairman, Hospitality & Social Chairman, Secretary)

· Region President

b. Sub-Committee Chairman to send via email (as per above) a further report seven (7) days prior to each Conference Committee Meeting.  Report to contain activities of the committee since the last report.

6. Conference Coordinator to ensure that Region President is kept fully conversant with the progress of all committees.

7. ALL OFFICERS - READ THOROUGHLY:

a. Job Specifications

b. File (not available prior to Conference Committee Meeting No.1)

c. Reports from previous chairman (noting recommendations)

d. Article 9 of Region By-laws

e. Article 13 of Region By-laws

f. Region Standing Rule 5   
8. The Committee Chairman shall:

a. Submit names of committee members for approval by the Region Board; Board to have option to suggest additional members or decline certain members.

b. Appoint Deputy Chairman with the approval of Conference Coordinator. 

The deputy should be briefed on all aspects of planning in order to be responsible for the work in the absence of the respective Chairman.

c. Be advised of the amount allocated in the Conference Budget for Committee expenses.

9. Committees do not make DECISIONS. They investigate and recommend, then take action after the recommendations have been confirmed. 

Proposed action is confirmed by: 

a. Coordinator with President’s approval

OR

b. The Conference Coordinating Committee.

10. Expense claims to be submitted one (1) week prior to each Conference Coordinating meeting

11. END OF TERM PROCEDURE FOR CONFERENCE COMMITTEE AND SUB-COMMITTEES.

a. Final expense claim to be made to Conference Treasurer at or before last Conference Coordinating meeting.

b. Prepare a final report containing recommendations, if any, with copies to Region President, Conference Coordinator, Secretary and file.

c. File to be culled. Reports, correspondence, minutes of previous meetings should not be retained longer than two (2) years.

d. Deliver file to Conference Coordinator at last Conference meeting.

e. Conference Coordinator to arrange delivery of files to President Elect prior to 30th June. 

POWERtalk INTERNATIONAL

AUSTRALIAN REGION

JOB SPECIFICATION – CONFERENCE COORDINATOR

1. Read Thoroughly:
Region By-laws and Standing Rules
Region Policy Book
Job Specifications
File
Report from previous year

2. The file contains the following:

a. Region Rosters,   
b. By-laws & Standing Rules & Policy Book

c. Stationery & Expense Vouchers

d. Reports, Minutes and correspondence from previous year.

3. Failure to commence duties within 3 months of taking office will cause the Chairman to be replaced unless sufficient reason can be given for non-functioning in the office.

4. Consult with Region President as to the Board's requirements for conference, i.e. style, special happenings, innovations.

5. Supervise all Conference Committees and suggest how work can best be carried out.

6. Coordinate, allowing for initiative and originality.

7. Contact Committee Chairmen frequently to be sure assignments are proceeding.

8. Attend as many Committee meetings as possible.

9. Attend All Coordinating meetings.

10. Keep up-to-date and on-going calendar of all Committee meetings.

11. Co-opt additional members to any Committee as required.

12. Call regular meetings of the Coordinating Committee.   Last meeting should be held before 30th June. (is this correct)
13. Liaise with Conference Venue Management on all aspects of conference.  The venue Management usually appoints a member of its staff to liaise with Coordinator for the duration of the conference.

14. All complaints against the venue/management should be handled directly by the Coordinator or their Deputy.

15. Refer to Region President for decisions when beyond the area of responsibility of the Coordinator.

16. The Conference Coordinator has the overall responsibility of the event and its smooth running.

Deleted 17 and 18 as repeated.

17. END OF TERM PROCEDURES:

a. Final expense claim to be made to Conference Treasurer by 30th June.

b. Discard obsolete material.    Reports, correspondences etc. should not be retained longer than two years.

c. Deliver file by approved method to Region President Elect by 30th June. 
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AUSTRALIAN REGION

JOB SPECIFICATION – CONFERENCE PROGRAMME COMMITTEE

1. Read thoroughly:  

Region By-laws and Standing Rules

Region Policy Book

Job Specification

File

Report from previous Chairman

2. The file contains the following

a. Region Roster, By-laws & Standing Rules and Policy Book

b. Stationery and Expense Vouchers

c. Reports, minutes and correspondence from previous year.

d. Financial statements, budgets for all prior years.

3. Failure to commence duties within 3 months of taking office will cause the Chairman to be replaced unless sufficient reason can be given for non- functioning in the office.

4. Names of Committee members will be advised.

5. Conference committee duties and term calendar:

JULY/AUGUST

a. Committee meets to commence planning of education programme for Conference.

b. Recommendations of Region Board and previous committee should be considered.

c. Programme brochure to be drafted.

d. Submit Conference information for October and February Gazette to Publications Chair.  Liaise with Coordinator.

OCTOBER


a. Programme to be approved by the Region Board. Short form program to be submitted to Webchair for publication on Website under Conference tab.
b. Present recommendations for members and outside speakers to conduct various sessions to Region Board, with copy to Coordinator. Include cost of fees for outside speakers if these are required.

c. After approval of session leaders, write to each inviting them to undertake the assignment. Upon acceptance ascertain requirements for sessions, e.g. equipment, biographical data and photograph if required. If within budget offer assistance in cost of handout.

d. Leaders may wish to know size of audience before committing.

e. Check with Conference coordinator re room allocation.

f. If session immediately before or after lunch, the session leader may, with approval of Region President, be invited for lunch. This invitation to be included in above letter.

g. Have selected members available as replacement session leaders if required.

h. Obtain quotations for printing of official programme.

DECEMBER

a. Obtain members for other assignments on programme, i.e. chairmen, timers, grace, vote of thanks, etc. 

b. Determine deadline for printing of official programme.

c. Request official greetings – civic leaders & international board
FEBRUARY/MARCH

a. Draft official programme and forward to Region President and Conference Coordinator for approval. 

b. Liaise with Speech Contest Chairman if Speech Contest is to be held during dinner.

APRIL/MAY

a. Official programme to printer.  ENSURE THAT A COMPETENT PROOF READER IS USED BEFORE THE LAST PROOF GOES TO THE PRINTER.

b. Confirm assignments with all participants. Advise session leaders of name of chairman for session and whether chairman will meet the leader (Copy of letter to chairman concerned.) 
c. Ensure you have an equipment requirements list from all participants in program and arrange required equipment in conjunction with conference coordinator (see Properties for Program section below)

d. Advise all participants of contact details for you and conference coordinators (mobile phone number)

e. Collect contact data of all participants on the program (mobile ph nos) and circulate to Conference coordinator and Program committee members.

f. Prepare evaluation forms for distribution at Conference education sessions to selected members.

g. Instruction sheet to be sent to the following:

i. invocation

ii. inspiration

iii. loyal toast

iv. toast to ITC

v. chairman

vi. timers

viii    members saying grace

vii. vote of thanks

h. Purchase gifts or arrange cheques from Conference Treasurer for session leaders, after consultation with Region President and / or Coordinator. Gifts are to be the responsibility of Housing & Properties after purchase - ensure full instructions are provided so that correct gifts / cheques are made available to Programme Leader of relevant sessions

i. Work closely with Coordinator, Chairman Housing & Properties, Hospitality & Pages, Registrations.

j. Check with Registrations Chairman that ITC participants are registered for the Conference.

k. Deliver official programme to Conference Coordinator and Region Secretary.

MAY

a. At Conference ensure that all participants advise Programme / Education Chairman of arrival, room and telephone numbers.

b. See section below re properties and equipment

c. Liaise with Housing & Properties Chairman regarding equipment for sessions.

d. Give gifts to session leaders prior to sessions leaders prior to sessions for them to present at close of session.

e. Be available during education sessions.

f. Immediately after Conference write letters of appreciation to those programme participants invited by Programme & Education Committee.
JUNE

a. Final committee meeting to be held early June to discuss evaluation forms completed by members, success of programme and recommendations for report to all members of the Region Board, Conference Coordinator and file.

b. Report to Coordinator prior to final Conference Committee Meeting in June.

6. END OF TERM PROCEDURES:

d. Final expense claim to be made to Conference Treasurer by 30th June.

e. Discard obsolete material.    Reports, correspondences etc. should not be retained longer than two years.

f. Deliver file by approved method to Region President Elect by 30th June. 

HOUSING & PROPERTIES FOR PROGRAMME COMMITTEE

1. List of equipment/items required by session leaders to be obtained from Programme Chairman and Speech Contest Chairman. Copy to Conference Coordinator.

2. Obtain equipment/items/supplies for all sessions if not available from               conference venue.  
3. Have in position on time i.e. beginning of each session.

4. Work through Conference Coordinator for microphones, white/black boards, overhead projectors, screens and other properties supplied by conference venue.

5. Before all functions/sessions commence check that rooms are arranged as required, microphones working, water and glasses available, lectern and writing boards and any other equipment needed.

6. Draw up chart showing location of rooms being used, equipment required for each room and time to be available.

7. Prepare a roster of duties of each committee member at conference; allocate rooms which each one will be responsible for and time of duty. Chairman should NOT allocate duties to self; it is necessary to be available for overall supervision and to assist should anything unforeseen occur.

8. Ensure that any equipment brought by a session leader is handed to that person at end of session. The chairman of session should take care of this but be prepared to retrieve if necessary.

9. Retrieve any timing equipment after each session to ensure its replacement in room, or elsewhere, for next session.

10. It is recommended that Housing & Properties Chairman be thoroughly familiar with the venue and one or two visits prior to Conference should be made. Ensure all committee members are familiar with venue.
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AUSTRALIAN REGION

JOB SPECIFICATION – CONFERENCE SECRETARY

1. Keep Minutes of all Conference Coordinating committee meetings and maintain minute book.

2. Forward draft minutes to Coordinator within seven days of meeting for approval.

3. After approval forward copy to the following Chairman:

a. Credentials Chairman

b. Registrations Chairman

c. Hospitality & Pages

d. Housing & Properties

e. Conference Treasurer

f. Programme & Education

g. Speech Contest Chairman

h. Protocol Chairman

i. Publicity & Public Relations

j. Members of the Australian Region Board

4. If agenda available for forthcoming meeting include with minutes of previous meeting.

5. Write letters promptly as directed.   Send copies of all outgoing correspondence to Region President and Coordinator.

6. Maintain a file of correspondence and all reports provided by the various committee chairmen.  President and Coordinator also receive copies of reports.

7. If required, be the addressee for the return of forms requesting information concerning the conference or for 'blanket appeals' for conference helpers, or for other information required.

8. Region President and Coordinator must see list of 'helpers' before allocation of duties is made.

9. The Secretary should be aware of all aspects of conference arrangement in order to be of utmost assistance to the Conference Coordinator.
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JOB SPECIFICATION – CONFERENCE REGISTRATIONS & FINANCE COMMITTEE

General

1. Read thoroughly: 

Region By-laws and Standing Rules

Region Policy 

Job Specification 

File Reports from Previous Chairman.

2. The file contains the following:

a. Region Roster, By-laws and Standing Rules and Policy Book.

b. Stationery and Expense Vouchers.

c. Reports, Minutes and correspondence from previous term.

d. Bank deposit book and credit card deposit book.

e. Cash books.

3. Failure to commence duties within 3 months of taking office will cause the Chairman to be replaced unless sufficient reason can be given for non-functioning in the office.

4. Co-opt committee members as required, for Registration Desk.  Approval must be given by the Region Board.

Financial

5. Conference Account is held at the Commonwealth Bank of Australia (CBA), Blacktown NSW branch; BSB 062-121 Account 1066-7636 in the name of “ITC Australian Region Inc. Conference”. 

On receipt of file ensure before commencing your term that:


a. The account details as above.

b. Signatures to the account are the Region President, Conference Coordinator and Conference Treasurer, with any two of the signatories to sign cheques.

c. Minutes of Region Board Meeting approving the appointment of the above signatories to be available for presentation to the bank. (Region Secretary to be contacted for forwarding minutes.) 
6. Maintain cash books - receipts and payments. Copies of approved conference budget will be forwarded to Conference Treasurer by Chairman of Budget & Finance Committee.

7. After consultation with conference Coordinator notify each Conference Committee Chairman of BUDGET ALLOCATION for that committee.

8. Submit financial statement to each Conference Coordinating meeting. Each statement must be a full account of transactions from 1st August (NOT MOVEMENT BETWEEN ONE MEETING AND THE NEXT). Bank reconciliation to be included.

9. Report to each coordinating meeting on accounts or committees over budget and obtain direction from Region President and/or Conference Coordinator on action to be taken.

10. ACCOUNTS FOR PAYMENT.

a. All accounts for payments must be approved by Conference coordinator before cheques are drawn.

b. Committee Chairmen to submit accounts for payment one week prior to each Coordinating meeting for payment at the meeting. Final account at last meeting.

c. Business accounts to be submitted at Coordinating meeting.

d. The Coordinator will deal with all accounts at the close of the meeting.

e. Urgent accounts requiring payment between meetings are to be mailed / delivered to Coordinator for approval.

f. All accounts are to be accompanied by Expense Vouchers (3) and accounts and or receipts.

Registration Forms

11. Prepare Registration form for printing and distribution. Several drafts may have to be drawn up before final copy is approved by the Coordinator and President.

12. After final draft is approved obtain quotations and arrange for printing of registration / reservation forms if these are NOT included in the Gazette

13. If Conference venue is taking accommodation reservations direct from members/guests, request that accommodation reservation forms be obtained by coordinator from venue management. They are returned direct to venue.

If accommodation reservations are through Registrations Chairman - form  to be sent with Conference Registration

14. Conference programme brochures are prepared by the Programme Chairman. After printing they are made available to the Registrations Chairman for mailing with Registrations /Reservations forms. Alternatively, distribute to members as per current region policy.  If being mailed to Clubs or Individual members as approved by the Region Board it MUST be sent by the date set by the Conference Coordinator.

Recording Registrations and Finances

15. Receive conference registration forms and cheques from members. 

16. Bank cheques promptly.

17. Allocate a Registration Number for each person on each registration form (should be one name per form).  Write one receipt per cheque.  Registration Number and Receipt Number to be referenced in electronic cash book.

18. Registrations record to include Registration Number, Receipt Number, date of receipt, and all information from the Registration Form.

19. Print lists of registrations for functions, session times and otherwise as required. 

20. Obtain from Conference Coordinator a list of those receiving complimentary meals.

21. Supply the Protocol Officer with a list of registrations for the Banquet - Speech Contest or any functions where special seating is required. It is advisable to consult with the Protocol Officer before registrations commence to decide how the officers wish the information to be supplied, i.e. in what form and when

Name Badges, Ribbons and Conference Bags

22. Decide on the identifying symbols to be added to identity badge to denote attendance at the various sessions/functions. Have these approved by the Conference Coordinator. These must be ready in time for insertion in the official programme.

23. Progressively prepare uniform identity badges for members/guests using symbols referred above. Use large dark type so as to be clearly visible. Confirm with Region President and Coordinator the wording and any symbols for the badges.

24. Consult with the Coordinator on identifying Conference ribbons (if required).

25. Be responsible for supply of conference bags at Registration Desk.

At Conference

26. The schedule and registrations (filed in alphabetical order) are taken to the conference for reference should any difficulty arrive.

27. Registration desk to be manned at times specified in Conference Programme, by committee members, under supervision of the Chairman. 

28. It is recommended that the Registration Desk be opened one hour before commencement of conference, fifteen minutes prior to each day’s sessions and the Delegates Briefing and thirty minutes prior to the (Saturday) Banquet.

29. Be prepared to be on duty at Conference during opening times of Registrations Desk. There are always last minute registrations, members desiring to register for additional functions / sessions, or members wishing to bring additional guests.

30. Ensure members assisting on the Registrations Desk are fully aware of their responsibilities and how to deal with queries.

31. If possible, Registrations for Region Board and Conference and other Committee Members and International Visitor be taken to them at a time and place previously determined.

32. Update/adjust attendance figures as required.

33. Refunds are made strictly in accordance with the instructions printed on the registration form.

End of Term

34. END OF TERM PROCEDURES:


Close books of account on 31st July, then:

a. Submit a financial statement to the President, Coordinator and Budget and Finance Chairman.

b. Arrange audit of books of account and produce audited financial statement.

c. The books must be available for presentation to auditor in April. NOTE Ensure deposit book for charges deposited is kept.

d. Liaise with Conference Coordinator re forwarding of books of account
and file.

e. Region Board will arrange printing of financial statement in Gazette.
f. Discard obsolete material. Reports, correspondence etc. should not be retained longer than two (2) years. Audited accounts and receipts, old cash books are NOT to be discarded. They are to be sent to Region Vice President Finance

g. Prepare a report containing recommendation, if any. Copies to Conference Coordinator, Region Board members and file.

h. Registrations/Accommodation reservation forms to be left in the file at completion of the Conference for collation of statistics by Region Board
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AUSTRALIAN REGION

JOB SPECIFICATION – HOSPITALITY & SOCIAL COMMITTEE

1.      Be responsible for the social needs of members – where to go, when to go, what to see, what to do, first-timer assistance and any social activities before, during and after conference.

2. Hosts are required throughout Conference at:

a. Business Session.

b. Education Sessions.

c. Meals.

3. Obtain hosts by personal approach, utilising information from registrations, as well as calls for help made by the Conference Coordinator. This is an opportunity to include members from interstate and country areas in assignments.

4. When hosts are appointed, chairman to write and explain general duties as well as DATE AND TIME ON DUTY allocated.

5. Draw up roster of hosts ensuring members are on duty for specified times only. Endeavour to cooperate with members, who wish to attend particular education sessions and roster them for that session, if possible.

6. Supply each host with typed detailed information covering Room/telephone numbers for:

a. Region President 

b. Conference coordinator 

c. Others considered necessary

7. Information Desk

a. Be responsible for manning.

b. Be conversant with the Conference programmes.

c. Know the location of session rooms and times of meals.

d. Have available the room number / telephone numbers of:

1. International Visitor

2. Region President

3. President Elect 

4. Conference Coordinator

5. Assistants assigned to officers as listed in no. 11 below

e. Know the meaning of symbols and colour indicators on name tags.

f. Be responsible for lost property.

g. A basic First-Aid and sewing kit to be provided.

8. Call a conference briefing of hosts to allow them to meet each other and to be informed of duties. This meeting should be held prior to the commencement of conference, or as practicable. Conference Coordinator should be present at meeting.

9. All communication to Official table during Business session to be handed to the President by the Hospitality Chairman.

10. Be responsible for counting of votes during Business Session. (Excluding Election counting.)

11. Special Assistants should be assigned to:

a. International Officer.

b. Region President.

c. Region President Elect.

d. Conference Co-ordinator (not required if there is a deputy).

e. Speech Contest Chairman.

f. Programme Chairman.

g. Protocol Chairman.

12. The officers having a Special Assistant should be consulted as to the member of their choice; Hospitality Chairman to consult with Region President regarding suitable person for the International Officer.

13. Duties of Special Assistants

a. President’s assistant takes gavel, papers etc., to business meeting or functions, to official table and places in position.

b. President’s assistant organises and assists with any entertaining by the President.

c. Obtain morning / afternoon tea for officer.

d. Enquires as to other assistance officer may require.

Special assistants should be seated in close proximity to the officer at business meeting or functions in order to be easily contacted, (particularly the President’s assistant.)

14. Session Hosts should:

a. Welcome guests and members as they enter a session.

b. Check registration symbol on name badge.

c. Close doors either when session is full or at commencement.

d. Control movement in and out while session is in progress.

e. Count all present, including speaker, compere and timer.

15. Meal Hosts should:

a. Be familiar with room layout and table numbers.

b. Check registration symbols on name badge.

c. Direct members and guests to tables.

d. Count all present.

16. Ribbon Guards are to be used as symbol for Hospitality. 
17. General Information

The committee responds to members / guests with warmth and a spirit of helpfulness. Important to have sufficient hosts / pages to allow members time off duty.

Any problems or dissatisfactions should be conveyed to the Hospitality / Pages Chairman as soon as possible who will either deal with the matter or contact the Conference Co-ordinator.

All complaints concerning conference venue / management should be conveyed to Conference Coordinator who will handle the matter. It is the usual rule that Management only deals with the person responsible for the overall running of the conference and will not take instructions from those in attendance.

HOUSING & PROPERTIES FOR SETTING UP

1. Co-opt members for this sub-committee 

2. Each Committee Chairman to supply Housing & Properties Chairman with a list of equipment/items required. Copy to Conference Coordinator.

3. Be responsible for setting up delegates' tables if used at business meetings, tables for displays, registrations, credentials, supplies for sale, treasurer, information desk.

4. Programme Chairman, Speech Contest Chairman or Accreditation Chairman may ask for a 'Reporting Desk so members involved on the conference programmes report to the respective officers on arrival at conference venue. Hospitality Committee members will report to the Hospitality Chairman at the information desk. A first class conference venue usually performs the work of setting up tables, desks, but supervision may be needed.

5. Arrange for storage of property through Conference Coordinator.

6. Arrange, through Conference Coordinator for trolleys for storage of supplies. Supplies Officer will be involved in this operation.

7. Prepare a roster of duties of each committee member at conference; allocate rooms which each one will be responsible for and time of duty. Chairman should NOT allocate duties to self; it is necessary to be available for overall supervision and to assist should anything unforeseen occur.

8. REGION BANNER - it is in the custody of the President during the currency of a term.

9. It is recommended that Housing & Properties Chairman be thoroughly familiar with the venue and one or two visits prior to Conference should be made. Ensure all committee members are familiar with venue.
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