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Conference Director

Functional Overview:
Serve as Conference Director for NHRMA’s annual conference. Responsible for managing all activities related to coordinating the annual state conference including facilitation and oversight of the event planner, vendors, business partners, speakers, agenda and special events. 

Responsible To: 
· NHRMA President
· NHRMA Executive Board 

Responsibilities: 
· Serves as a voting member of the NHRMA Board and is expected to attend and participate in all meetings of the Board.
· Leads the NHRMA State Conference Committee in the planning and execution of the annual conference. 
· Works closely with the contracted Event Planner, and the NHRMA Executive Committee on timelines, marketing and outstanding goals. 
· Works closely with the Partnership Director to gain conference sponsors and meet sponsorship goal. 
· Works closely with the Treasurer on conference budgeting and expenses. 
· Appoints qualified individuals to manage specific functions related to the state conference with the objective of selecting individuals throughout the state. 
· Provides leadership and direction to state conference committee members. 
· Monitors all activities related to the NHRMA conference. 
· Tracks all progress and communicates all needed transition materials to the President and incoming Conference Director. 

Requirements: 
· At least 5 years’ experience in a professional HR or related role.
· Reside and/or work in Alaska, Oregon or Washington. 
· Attend NHRMA board meetings and annual conference 
· Complete assigned activities in a timely fashion. 
· HR certification preferred (e.g., SHRM, HRCI, or related).
· Must be able to serve a one -year term beginning January 1st. May be reappointed for two additional one-year terms for a total service of three years in this position.
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