OAME CONFERENCE PLANNER
SAMPLE JOB DESCRIPTIONS FOR STUDENT VOLUNTEERS
Parking

· Direct cars to parking spots

· Keep informed of areas that are filled

· Direct people to the main entrance

· Help carry in supplies or direct delegates to the registration area for help

AV & Technology

· Delivery equipment to workshop / session rooms

· Schedule will be provided by the Facilities & Equipment committee on Thursday morning

· Check that all AV & technology equipment is functioning and replace / repair as necessary

Workshop Rooms

· You will be assigned to 1 room

· Help the presenters in each room set up and take down workshops

· Run errands upon request (such as photocopying, equipment needs, water)

· Please familiarize yourself with the presenter’s name before he/she arrives

Facilities

· Direct conference participants to locations within the hotel / college / university

· You will be stationed at an assigned area as indicated on your map

Registration

· Be available to help registration run smoothly

· Tasks will be assigned as necessary

· You may be requested to help guest speakers carry in materials from parking lot to their session room

· Some student volunteers will be assigned to an information table to distribute pamphlets, dinner tickets, etc.
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