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	POSITION MISSION AND DESCRIPTION
	The Conference Coordinator leads the planning and execution of the organization’s annual conference, ensuring a high-quality, engaging, and well-organized event that aligns with the organization’s mission and goals. This role involves managing logistics, coordinating with speakers and vendors, and collaborating with volunteers and stakeholders to deliver a successful experience for attendees.



	RESPONSIBILITIES
	Develop and manage the overall conference timeline, budget, and planning checklist.
Secure venues (or virtual platforms), catering, A/V services, and other logistics.
Coordinate the call for papers, speaker invitations, and session scheduling.
Work with the Webmaster and Event Coordinator to promote the event and manage registration.
Oversee the production of conference materials (programs, signage, name badges).
Serve as the primary point of contact for vendors, sponsors, and attendees.
Recruit and manage volunteers to assist with event setup, registration, and support.
Conduct post-event evaluations and prepare a summary report with recommendations.



	SKILLS NEEDED TO BE SUCCESSFUL
	Experience in event planning, project management, or logistics coordination is preferred but not required.
Strong organizational and time management skills.
Excellent communication and interpersonal abilities.
Proficiency with tools such as Excel, Google Workspace, Eventbrite, or conference platforms (e.g., Zoom, Whova, Cvent).
Ability to manage multiple tasks and deadlines effectively.



	REQUIRMENTS
	ASM Membership is required 
Background in materials science, engineering, or a related STEM field (students welcome).



	LOCATION
	Hybrid 



	TIME COMMITMENT
	5-10 hours per month



	BENEFITS
	Gain valuable experience in event planning and project management.
Expand your professional network within the organization and industry.
Contribute to the success and visibility of the organization.



	INTERESTED?
	Contact Monica Gehrich (monica.gehrich@cummins.com)
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