[image: image1.jpg]Cincinnati
Association of
Volunteer
Administrators




CAVA Position Description – Professional Development Workshop Chair  


  


1. Title:  Professional Development Workshop Chair, CAVA 
2. Purpose: To create and execute all of the CAVA Professional and Development Workshops.
3. Duties:  

a. In conjunction with Executive Committee, select topics for workshops.

b. Keep record of workshop ideas and workshop list and provide at executive committee meetings as needed.

c. Contact presenter(s) to determine availability and negotiate fee, AV needs, secure presenter biography and other presenter needs.

d. Confirm pertinent workshop information with presenter by e-mail or letter.

e. Secure venue for workshop and arrange for room set-up and arrange for AVA needs and other supplies with venue contact.

f. Develop workshop flyer (using approved UWGC workshop flyer template) and share with CAVA Secretary and UWGC liaison for distribution.

g. Confirm details with presenter at least two weeks prior to workshop.

h. Receive registrations, maintain payment records, send conformation letters (if needed) and develop sign-in sheet for day-of registration table.

i. Plan for any refreshments and/or supplies and arrange for them with caterer or supplier.

j. Purchase gift and thank-you card for presenter with CAVA funds.

k. Serve, or find replacement, as the participant check-in at the workshop.

l. Serve, or find replacement, as the contact for the presenter(s) the day of the workshop.

m. Verbally introduce presenter(s) at the beginning of the workshop and thank him/her and present gift at the end of the workshop.

n. Develop, distribute, collect and summarize workshop evaluations and provide at all Executive Committee meetings.

o. Ensure that proper clean up is completed at the end of the workshop.

p. Convey all receipts and documentation to Treasurer.

4. Time Commitment: 
a. Attend all CAVA Executive Committee meetings, 12 times a year.  
b. Attend, or secure replacement for, all Membership programs, 6 times a year.  
c. Attendance encouraged at Skill Builders and social - 6 times a year.  
d. Additional time as needed to fulfill job responsibilities. 

5. Term of Service: Two-year appointment beginning in January of the odd years and ending the following year in December.

6. Qualifications: 
a. Excellent organizational skills and attention to detail and good people skills.  
b. Knowledge of volunteer program management.

Professional Development Workshop Chair is responsible for organizational goal of recruiting members and being an ambassador to the community and representing CAVA as an organization.  This volunteer position is held accountable for the jobs listed in their position and goals of the organization with the good faith of making every decision with the mission in mind. The Professional Development Workshop Chair is held accountable by the Board for managing their goals and accomplishments according to the position description administered by President. 
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