Georgia Organization of School-Based Speech-Language Pathologists
Role/Responsibilities

Volunteer Committee
Activities of this Committee:
A. Prior to Conference (after conference dates have been established):
1. In collaboration with the Executive Office establishes a Volunteer Registry

· Establishes criteria for being a volunteer

· Establishes categories of volunteer positions

· Creates volunteer application form

· Informs potential volunteers of the process/criteria for becoming a volunteer

· With Executive Office and Leadership Team reviews/approves list of volunteers

2. Collaborates with Committee Chairs (Continuing Education, Registration, Facility, Membership) to determine the number and type of volunteers needed for each event
3. In collaboration with Executive Office;

· Creates an on-line system for volunteers to choose assignments

· Determines desire to support event
· Notifies volunteers of final assignment
4. Reviews/revises duties and responsibilities of volunteers

5. Reviews/revises session announcements

6. Procures speaker bios from Executive Office
7. In collaboration with Executive Office, sends all necessary materials – list of duties, speaker bios, announcements – to appropriate volunteers
8. Procures ADA accommodations as noted on the registration form from Registration chair

9. Provide Registration Chair with final list of Volunteers and Assignments
B. At the Conference:
1. Procures name tags for Volunteers and Speakers

2. Oversees volunteer/speaker sign in table

· Distributes name tags, tote bags, vests, etc.

· Ensures that all volunteers are in their assigned rooms/places

· Distribute additional announcements, vitas, etc. as needed

3. Ensures that all ADA accommodations are prepared

4. Informs volunteers who are introducing speakers of location of lunch room
C. After the Conference:
1. Collects all name tags, tote bags, vests, signs, etc. from volunteers

2. Ensures that all materials are procured and given to appropriate person for storage
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