Convention Manager (Evaluation)
Purpose: 
Evaluation Directions: 

Use this list of responsibilities and rating scale for assessment of the board members performance at the midpoint meeting and the meeting just prior to the state convention. These evaluations will be used to evaluate the effectiveness of the board member and their continuation on the board. Board members with less than 50% proficient or above are deemed inefficient and may be replaced. 
Performance Rating Scale:
Use the following scale to evaluate the performance of this board member. 

Exceeds: Consistently exceeds performance responsibilities
Proficient: Demonstrates acceptable level of performance responsibilities
Unacceptable: Does not perform at an acceptable level for this responsibility

Timing Issue: Unable to rate at this time due to timing of this responsibility

Unable to Evaluate: Do not have enough information to judge the candidate on this responsibility
Responsibilities:

1. Collaborate with the Convention Committee and edit a 3 year monthly timeline for each annual convention. Distribute 3 year monthly timeline to the Executive Board at the 1st meeting of the year.
Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate
2.  
a. hotel contract; references, review, negotiation, deposits and signatures

Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate

b.   hotel menus and meal costs

Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate
c.   hotel rooms; complimentary rooms, sleeping rooms and session rooms
Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate
d.   design and plan exhibit area space

Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate
e. email and/or print convention mailing to school superintendants, public and private schools, higher ed., COAHPERD membership, and affiliated partnerships
Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate
f.    create presenter certificates and order gifts
Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate
g.
supply presiders with responsibilities; contact presenter, introduce, troubleshoot, mail thank you notes
Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate
h.   collaborate with the ED on name tags for; exhibitors, presenters, speakers, keynote and guests.
Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate
3. Ensure convention registration materials are ready

Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate
4. Ensure the finalization of convention Banquet Event Orders and AV requests

Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate
5. Ensure convention registration brochure, program book and Awards Banquet program are ready for distribution

Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate
6. Collaborate with Executive Board to determine Convention sessions.

Including but not limited to:

a.   session proposal deadline

Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate
b. session proposals; design form for website/registration brochure (include special needs)

Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate
c. session data base; name, address, email, phone, day, time, location, division, equipment, special needs, and description
Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate
d.  session schedule; key note, 1.5 hour business lunch meeting, exhibitor visitation, super stars competition, and round tables, socials (presidents, past presidents).
Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate
e. session confirmation and rejection letters via email and postal.
Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate
7. Exhibits / sponsors

Including but not limited to:

a.   keep updated exhibitor database

Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate
b. solicit potential exhibitors (cover letter, pricing/options)
Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate
c. solicit and confirm sponsors for meals, door prizes, attendee gift bags
Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate
d.establish vender shipping and storage policy with convention hotel and forward to Executive Committee and vendors
Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate
e. convention registration booklet and/or online form, including but not limited to:

Collaborate with Executive Committee to determine convention registration fees – (based on costs of: rooms, AV, meals, gifts, printing, postage, speaker fees, EC expenses)

Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate
Identify member status on registration form; i.e. active, allied, student, retired, life, JRFH/HFH event.
Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate
Convention highlights
Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate
Continuing Education Recertification hours or college credit
Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate
            map and to hotel information

Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate
Convention preview
Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate
8. Convention program booklet (for participants at convention)
Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate
9. Volunteers – Future Professionals and Higher Ed board help
Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate
10. Coordinate scholarship students to assist with convention duties with the assistance of the Future Professionals and Higher Ed. chairs & elects
Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate
11. Establish Audio Visual plan
Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate
12. Coordinate interior and exterior convention signage
Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate
13. Registration database and confirmation notification

a. postal    b. online
Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate
14. Keep current database of forms and assist future professionals with the implementation of silent auction

Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate
15. Post convention, including but not limited to:

a. coordinate with Executive Director and Executive Committee to meet with hotel for final billing
Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate
b. compile exhibitor evaluation forms
Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate
c. post-convention report to COAHPERD Executive Board at 1st board meeting following convention
Exceeds   

Proficient

Unacceptable
Timing Issue
Unable to Evaluate
