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MDAM Signage Coordinator

Duties and Responsibilities:
· Obtain logo and theme information from MD Project Manager. 

· Create consistent signage for all event areas (Registration Table, Friday Seminar, Friday Lunch, LAN Meeting, DMAL Meeting, First Timers Meeting, Open House, Business Session, and Recognition Lunch).
· Print signage.  MD Project Manager will check with the hotel regarding placement of signage on easels (large signs on foam boards) or on walls behind clear plastic holders (8½ x 11 size paper).  Signage Coordinator will print signage according to hotel and MD Project Manager recommendations.
· Bring signs to meeting facility (or coordinate delivery of signs with MD Hotel Liaison) no later than Thursday evening.

· Other duties as assigned.

Time commitment:  Need to be available by e-mail prior to the annual meeting.  Need to be able to create and print signs prior to Thursday before MDAM. Need to bring signs to MDAM (or coordinate delivery) on Thursday evening and coordinate delivery with MD Hotel Liaison.
