Networking Committee

Position Summary:

Frequently, the work done in any organization grows from the conversations and efforts of people outside of an individual’s immediate sphere.  Likewise, the opportunities to promote ourselves as professionals come about through the relationships we have built.  The Networking committee expands professional boundaries by planning special events like the annual golf outing and holiday social. At the same time, networking events showcase the talents and efforts of the Association’s volunteers and members.

Responsible To:

The members of PHRA

The PHRA President

The PHRA staff (Executive Director and Member Services Coordinator)

Responsibilities 
Event Planning

Help plan and coordinate all networking events throughout the year.

Select locations for events and make arrangements with the venues. 

Work with Membership Committee to include New Member Orientations at some events.

Assist with planning the event including entertainment, activities/games, decorations, etc.

Plan meals and refreshments within budget for all networking events.

Coordinate activities at the registration table, greet guests as they arrive, and assure all financial transactions are recorded appropriately.

Assist with any other on-site duties during the event (set-up, clean-up, etc)

Communicate with the staff to assure that the roster is marked for people not paid and to assure payment is received.

Deliver any payments at the door to the PHRA staff.

Sponsorships

Help develop a sponsorship package for each event

Assist with obtaining sponsorships for the event- develop sponsor list, make phone calls, secure details and payments.

Ensure that all obligations to the sponsors are met.  

Marketing

Provide the communications committee and the Member Services Coordinator with programs details and write ups to include in member communications.
