Conference Committee

Position Summary:

Each year, the Association offers HR practitioners and business leaders a unique opportunity to participate in a conference that brings together thought-provoking keynotes, relevant concurrent sessions and useful resource partners.  While the coordination of the conference begins shortly after the end of prior year’s, the actual activities that go into the building of it are more finite and spread out.  There are many opportunities for planners, doers, short and long-term commitments.

Responsible To:

The members of PHRA

The PHRA President

The PHRA staff (Executive Director and Member Services Coordinator)

Responsibilities 
Site Selection

With the Executive Director, help select the site of the conference.  

Programming

Determine what the theme of the conference will be and the topics to be presented

Seek presentation proposals for the conference

Review proposals and select based on topics and criteria

Slot presentations into the schedule

Exhibits

Seek Vendors to participate at the conference.

Develop communications with the vendors- surveys to get input, letters to keep them informed, etc.

With the Executive Director, help prepare the exhibitor packet that will go out to all vendors

Event day assistance- ensure vendors have what they need and see solicit feedback throughout the conference.

Create and implement the exhibitor game. 

Sponsorship

Solicit sponsorships for the conference. (Develop list, contact them, secure them)  

Write sponsor request letter.  Develop potential sponsor list.  Distribute letters and make phone calls.  Make sure sponsor agreement form is filled out and on file.  Secure details and payment.

Also help sell brochure ads and bag inserts.

PHRA Booth

Work with membership committee to ensure we have a booth set up with representatives at the conference.   

Marketing

Help communications committee develop communications about the conference.  Help write information about the sessions and press releases.  Help write articles for Perspectives. 

Promote the conference to chapter meetings, state council members, and at-large members as well as any other possible attendees.  Obtain mailing lists from chambers of commerce, other associations, etc.

Day-of Event

Assist with on-site responsibilities.  Make sure conference runs smoothly.

