Prairie Star District Conference

Position Description

(Local Arrangements)
Position / Team Title:

Hospitality
Purpose of Position:
To assure conference guests’ comfort and sense of welcome to Unity–Unitarian hosted conference.


To act as liaison between guests and hotel staff and be go-fers as necessary.

Suggested Team Size:
12

2 leaders and 8 helpers (# of helpers TBD by leaders)




2 speaker assistants

Dates of Charge:

February 1 
to 
April 10, 2005
Contact Person:

Sharon Merritt
Responsibilities:

1. Work closely with Registration Committee to know needs and to ease congestion and confusion as conference begins:  Unload cars, direct people to destinations, help with paperwork, display map of hotel showing location of meeting rooms, answer questions.
2. Troubleshooting during conference, 4 people sharing coverage hours:
a.
Meals:  Be available to handle complaints or otherwise assist as needed.

b.
Meetings:  Assure 30 min. before each workshop that rooms are comfortable and properly set up as requested.

c.
Directions:  Provide an enlarged map of hotel showing meeting rooms and workshop topics to help participants find their destinations quickly.

3.
Childcare: 


Create a team of child caregivers to provide service as needed by the conference attendees.  With the team, determine appropriate snacks, equipment, and activities for the children in the room designated by the conference organizing committee.

4.
Speaker Assistants


Arrange to meet each speaker as she/he arrives.  Assist speakers at the hotel during their stay.

5. Arrange for transportation to and from Unity Church. (Friday, Saturday, Sunday)

6. Oversee table topic organization.
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