ASD Functional Job Descriptions

Conference

Function Responsibilities

Responsible for managing Division-hosted international conferences and/or large functions.

Range of Responsibilities

Responsibilities may include a combination of the following:  conference budget, on-line systems registration, conference accounting, conference planning such as handling some to all aspects of coordinating and managing a large event, such as registration, website development, and contracting for hotel, audio, food, transportation, and printing.  Responsibilities may also include handling and reconciling registration funds and assessing DOE criteria.

Level Requirements
	Position
	Scope/Areas of Responsibility
	Type of Customer Supported
	Decision Making
	Independence/

Consequence of Error
	Supervision
	Liaison
	Knowledge/ Skills  & Ability
	Education/Experience

	Conference Planner


	Full use and application of established Lab policies, procedures and techniques.  Plans and performs conference planning  duties/functions for which established procedures and standards usually exist, but may not exist on some occasions.  Events are typically up to 200 attendees.


	Scientific staff sponsoring the event.
	Moderate complexity.  Develops solutions to a variety of problems of moderate scope and complexity.  Formulates basic recommendations.
	Works under general direction.  Work is reviewed for soundness of judgment and overall adequacy and accuracy.  Expected to apply initiative and judgment in resolving routine problems.  Contributes to fulfillment of projects and organizational objectives.  Failure to achieve results of erroneous judgments or recommendation may impact an event attendee. 
	May provide general supervision to clerical non-exempt employees.
	Contact with internal and external personnel on routine to moderately complex matters.  May provide guidance to clerical non-exempt staff on projects and assistance to Conference Planner.
	General or specialized knowledge.  Broad working knowledge of concepts, practices, techniques, and compliance issues in area of expertise. 
	BA/BS desired.  0-4 years related significant experience.  Or combination thereof.


ASD Functional Job Descriptions

Conference

Function Responsibilities

Responsible for managing Division-hosted international conferences and/or large functions.

Range of Responsibilities

Responsibilities can include handling some to all aspects of coordinating and managing a large event, such as registration, contracting for hotel, audio, food, transportation, printing and website development.  Responsibilities include handling and reconciling registration funds and assessing DOE criteria.

Level Requirements
	Position
	Scope/Areas of Responsibility
	Type of Customer Supported
	Decision Making
	Independence/

Consequence of Error
	Supervision
	Liaison
	Knowledge/ Skills  & Ability
	Education/Experience

	Senior

Conference Planner
	Advanced specialist or generalist/

moderately difficult to complex/broad policies and procedures.    

Broad application of principles, theories and concepts in conference planning discipline, plus working knowledge of other related fields. Events are typically large and complex in planning.


	Scientific management sponsoring the event.
	Advanced complexity.  Develops and recommends solutions to complex problems and recommends appropriate course of action.
	Works under limited direction and uses judgment within defined policies and practices.  Work is evaluated for the accomplishment of program objectives.  Expected to apply initiative and judgment in resolving problems where the impact-of-error risk is high.    Failure to achieve results or erroneous judgments of recommendations would normally have serious impact on the event and may require substantial expenditure of resources to correct and/or achieve project goals.


	May supervise assistant conference planners.
	Contact with internal and external personnel on non-routine and highly complex matters.  May provides guidance on  the activities of clerical and exempt/

professional staff.


	Extensive knowledge of techniques, concepts, methods, and compliance issues in areas of expertise and in systems, databases and communications. 
	BA/BS desired.  4-6 years related and professional conference planning experience.  Or combination thereof.
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