*Job ID:
2207
*Job Title:
Convention Intern
Organization Name: 

Linked Contact: 
[image: image1]Rachel Whidden 
*No of Openings:
1
Work Schedule:
8:30am-5:00pm
Hours per Week:
37.50
*Paid or Unpaid:
Is Paid
Wage/Salary:
 

Employment Start Date:
June 1, 2011
Employment End Date:
 

*Job Description/Qualifications:
PRIMARY RESPONSIBILITIES Other duties may be assigned. 
• Contributes to the Education & Convention Department by striving to meet two significant organizational goals: enhance the ACCE network, and improve the products and services for membership by providing the most efficient and effective logistics that will lead to the development and exchange of relevant knowledge. 
• Assist with the convention implementation for the annual national gathering of chamber leaders. Duties for the convention may include supporting all logistic-related activities, including pre-event planning, vendor contacts, meals, transportation, AV, décor, signage, etc, assigned to you by the VP, and constant interaction with the other staff members and volunteers assigned to work on the Annual Convention. 
• Assist with management and execution of the logistical operations for ACCE meetings and educational programming assigned by the Vice President. Duties may include: planning, logistics, registration, vendor interaction, accommodations, meeting set up, and post-event evaluation. 

SECONDARY RESPONSIBILITIES Other duties may be assigned. 
• Cultivate and maximize relationships with meeting support vendors and partners to ensure top-notch service and pricing. 
• Establish a meeting timeline for all assigned duties and work toward adherence to this schedule. 
• Attend regular Education & Convention Department meetings and participate in appropriate volunteer leadership and internal teams. 
• Assists with other special projects as assigned. 

QUALIFICATIONS AND CORE COMPETENCIES 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the basic knowledge, skill, and/or ability required. The attached document represents the core competencies required to fulfill the professional-level responsibilities of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

EDUCATION and/or EXPERIENCE 
Two year’s college or technical school; or two to four years’ related experience and/or training; or equivalent combination of education and experience. 

LANGUAGE SKILLS 
Ability to read and interpret documents such as operating and maintenance instructions and procedure manuals. Ability to write routine reports and correspondence with minimal grammatical and spelling errors. Ability to speak effectively before groups of customers or employees of organization. 

MATHEMATICAL SKILLS 
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals. 

REASONING ABILITY 
Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form. Ability to deal with problems involving several concrete variables in standardized situations. 

OTHER SKILLS 
Computer proficiency (word processing skills); database experience (ACCESS, Excel, AMS); organizational skills; attention to detail; and association experience. 

PHYSICAL DEMANDS 
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

While performing the duties of this job, the employee is regularly required to use hands to finger, handle, or feel; reach with hands and arms; and talk or hear. The employee frequently is required to sit. The employee is occasionally required to stand, walk, and climb or balance. The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this job include close vision. 

WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

The noise level in the work environment is usually moderate. The incumbent frequently works under pressure. 

* This job description is subject to change according to the needs of the organization and any changes in personnel. 
Qualifications:
 

*Is this linked on an on-campus schedule? [image: image2] :
No
*Application Method:
Apply through email
*Application Details:
Please send cover letter and resume to Toni Crouch, tcrouch@acce.org. Questions? Call Toni at 703-998-3536 
