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MDAM Vendor Coordinator

Duties and Responsibilities:
· Receive information of possible vendors interested in having a table at the MDAM Open House.
· Contact Chapter Presidents for interest in vendor tables.

· Contact possible vendors and provide necessary forms for them to submit.

· Be contact person prior to and onsite for vendor questions.

· Communicate with MD Project Manager regarding the status of vendor table bookings.

· Print vendor tent cards and place on appropriate assigned vendor tables. 
· Coordinate (solicit/secure) door prizes from vendors for giving away at the conclusion of the open house.

· Ensure a 5:3:2 ratio of corporate, retail, and chapter vendors, when possible.

· Corporate: IAAP sponsors, businesses whose focus is on supporting career-minded administrative professionals, etc.
· Retail: Home based businesses (such as Pampered Chef, Mary Kay, Party Lite, etc.) and other retail-type businesses.

· IAAP and Chapters: RTF table, chapter fundraisers.
· Other duties as assigned.

Time commitment:  Need to be available by e-mail prior to the annual meeting. Need to setup decorations/games prior to open house. Need to attend open house. 
