Competitions Banquet Arrangements Manager

The Competitions Banquet Arrangements manager is responsible for managing the arrangements for STC Houston Technical Publications and Art Competition Awards Banquet. 
	Specific Responsibilities

	· With the VP of Hospitality, create and maintain a list of facilities and arrangements resources.

· With the VP of Hospitality, maintain the hotel/facilities checklist(s).

· Schedule facilities for the banquet.

· Arrange the room size, room layout, and audiovisual equipment for the banquet. 

· If applicable, ensure that the facility contract is signed and paid on time. Coordinate payment with the Treasurer.

· Make sure that a facilities contact is available to support you on the day of the banquet.

· With your team, perform the following tasks as applicable:

· Make sure there is enough food for the expected number of attendees and that there are adequate display and registration tables.  

· Make sure the bar and/or buffet table is placed appropriately in the room. 

· Bring STC banners to the banquet and set them up at the podium and registration table. (Optional)
· Arrive at least 2 hours before the banquet to check that the facility has provided the requested items, to serve as the liaison with the staff, and to set up the registration tables. Make sure lighting, heating, and cooling are comfortable in the meeting room.

· Bring STC membership materials to distribute to guests. Coordinate this with the Membership manager.

· Register arriving members and guests and collect fees if applicable. Ask members and guests to sign a member list and a guest list. Provide attendees with a fee receipt, if requested.

· Give the money collected from the banquet to the Treasurer. Provide the Treasurer with clear written records of the amount of money received.

· Give the list of guests to the Database/Directory manager. Give the list of guests and members to other committee managers as requested (for example, Membership and Programs).

	General Responsibilities

	· Acknowledge team for their work.

· Coach team on resolving issues.

· Give the Volunteer Name Collector information about your committees’ volunteers for recognition, Society awards and nominations, and for future chapter officer candidates. If you can, assist in the write-up of recognition articles and award/nomination forms.

· Prepare a budget of expenses and income.

· Provide monthly activity updates to the VP of Hospitality.

· Serve team by eliminating barriers to productivity. 

	Resources Needed

	· Access to a telephone, fax, and email.

· A group of at least 5-7 volunteers to help with Banquet arrangements during the day of the Banquet.

	Meeting Availability

	· As many regular program meetings as possible.

· First Board meetings during budget discussion and approval.

· Board meetings whenever the agenda includes topics relating to your committee.


	Deliverables
	Due Date
	Receiver

	Preliminary expenses
	November Board meeting
	VP of Hospitality

	Final expenses
	February Board meeting
	VP of Hospitality, Treasurer, V-P, President

	Team status report
	Monthly Board meetings
	VP of Hospitality
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