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	POSITION MISSION AND DESCRIPTION
	The Event Coordinator is responsible for planning, organizing, and executing events that support the mission and goals of the organization. This includes professional development workshops, networking events, conferences, and community outreach activities. The ideal candidate is detail-oriented, proactive, and passionate about creating engaging experiences for members and guests.



	RESPONSIBILITIES
	Plan and coordinate logistics for in-person and/or virtual events, including venue selection, scheduling, registration, and catering.
Collaborate with speakers, vendors, and volunteers to ensure smooth event execution.
Develop event timelines, budgets, and promotional materials in coordination with the communications team.
Manage event registration and attendee communications.
Evaluate event success through feedback and participation metrics.
Maintain an organized calendar of upcoming events and deadlines.



	SKILLS NEEDED TO BE SUCCESSFUL
	Strong organizational and time management skills.
Excellent communication and interpersonal abilities.
Experience with event planning or project coordination is a plus.
Comfortable using tools such as Zoom, Eventbrite, Google Workspace, or similar platforms.
Ability to work independently and as part of a team.



	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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