
Meetings Manager

The Meetings Manager handles all paper submission process logistics and customer service, including managing Program Chair, supporting student activities logistics for the Annual Conference, plus the day-to-day operations of the NETI program, as well as Professional Development Hours (“PDH”). This position also supports site inspections and selection and various accounting and purchasing responsibilities.

Duties and Responsibilities:

· Supports the day-to-day operations of the Conference Paper Management Process

· Supports the day-to-day operations for the NETI program

· Manages the day-to-day operations of PDH, including defining and managing PDH requirements

· Manages third party vendors, including entertainment companies, restaurants/caterers, and destination management companies as necessary

· Serves as department administrator for the Monolith system

· Supports student activities at the Annual Conference

· Performs various Accounting and Purchasing tasks, including creating and/or processing Purchase Orders, creating check requests, requisitions supplies, and organizes supplies for various conferences

· Supports the Logistics for Conferences site inspections and selection

· Other Duties as Assigned

Essential Education / Experience:

· Bachelor’s Degree preferred

· 3-5 years of experience working in customer service, meetings/conferences, or other related experience

· Association experience preferred

Essential Skills and Competencies:

· Superior customer service skills

· Excellent verbal, written and interpersonal skills

· Possess a sense of urgency, strong organizational, collaboration, and follow up skills

· Excellent budgeting skills with strong negotiation skills

· Strong project and program management skills

· Attention to detail and commitment to high degree of accuracy

· Ability to multi-task and work well under tight deadlines in a fast-paced environment

· Ability to travel approximately 10% - 25% of the time to support Society activities

· Excellent computer skills, including database/spreadsheet skills, MS Office proficiency and demonstrated ability to learn new software tools

· Good knowledge of the member/organizational dynamics preferred

· Project a professional image and strong business acumen during customer interactions

