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JOB DESCRIPTION

Program Assistant

Convenings

Overview:  

Assist in coordination and implementation of logistics for NPN meetings and convenings to include: 

· Follow up correspondence with meeting vendors, artists, NPN Partners, presenters via email, phone and post

· Preliminary scheduling of meeting activities

· Organizing and mailing invitations and informational materials

· Organizing and filing of related materials

· Internet research as it relates to meeting logistics, meals, events and content

· Updating, tracking and maintaining databases/spreadsheets

· Developing and creating online registration surveys

· Coordination of meeting registrations (in specific: invited/showcase artists)

· Working with meeting attendees (in specific: invited/showcase artists)
· Annual Meeting Showcase production coordinator
General
· attend staff, board and regional meetings, staff retreats, and other meetings as deemed necessary (will require travel)

· articulate NPN’s work and philosophy to the public

· public/community relations as they relate to NPN meetings

· other duties related to meetings and convenings as assigned

Requirements

Software: Microsoft Office, FileMaker Pro; database maintenance; Internet
Good communication skills (written and verbal), attention to detail, self-starter, working on deadline, flexibility, sense of humor. Proven track record with event and meeting management. Ability to travel. Background in theater production/management a plus.
Time Commitment:
Commitment of 40 hours per week is required to start. Job may become part-time at the beginning of next calendar year.  Due to changing/flexible needs of NPN, it is understood that additional hours may be required, and from week to week or month to month, flexibility in arrival and departure time is a must.  Some out-of-town travel will be expected









