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Volunteer Position Description: Volunteer Coordinator 
Background:  The organisers of the ‘Balance-Unbalance’ International conference, to be hosted in Noosa from May 31 – June 2, 2013, have developed the following position description to assist the volunteer coordinator to understand the requirements, reporting arrangements and context for their position.

Position statement:

Provide overall coordination for all volunteers working in association with the delivery of the ‘Balance-Unbalance 2013’ conference Noosa. This position will be a primary point of contact for coordinating the activities of a range of volunteers who will be working with the organising committee for the balance unbalance conference to deliver a safe, successful, world-class conference centred around the Central Queensland University campus at Noosaville, and including other nearby locations. The conference is an initiative of Concordia University working in collaboration with Noosa Biosphere Ltd and Central Queensland University.
The Volunteer Coordinator will be responsible for scheduling and working with the conference coordinating team to ensure that all volunteers are briefed on the requirements of their roles, and are provided with sufficient information support and advice to assist the delivery of the conference.

Key contacts: 

The volunteer coordinator will liaise directly with the ‘Balance-Unbalance 2013’  Conference Coordinator (Cath MacAdam), and other members of the organising committee as required (including Sue Davis, Leah Barclay, Ricardo Dal Farra and Ben McMullen).

Key Duties: 

· Liaise with Cath MacAdam to maintain a database of all volunteers working with the ‘Balance-Unbalance 2013’ program. 

· Ensure all volunteers fill out necessary registration forms to capture a record of their involvement in the project for reporting, quality assurance and liability reasons.
· Develop a volunteer work schedule allocating volunteers to sites times and tasks and communicate the work schedule to all volunteers.

· Maintain a standby pool of volunteers for utilisation under unforeseen circumstances, such as unavailability of core volunteers to complete tasks, or other unforeseen logistical issues.

· Work with Cath MacAdam to report on the tasks and performance of volunteers and to manage any unforeseen issues as they arise.

· Provide a central point of contact for organising committee members to provide information about the activities of volunteers and to give communication to volunteers as required. 

· Maintain a high level of understanding of the operational logistics of the conference to assist with communication to volunteers, presenters and delegates, as required.

Reporting arrangements:

The Volunteer Coordinator will report to the organising committee about the volunteer effort at the conference as regularly as needs be during the period of the conference. It is envisaged that at a minimum a verbal report supported by the necessary documentation will be provided by the volunteer coordinator to the organising committee (or its representative) each day of the conference.
Expected level of commitment:

It is envisaged that the volunteer coordinator will need to commit approximately 10 hours and contact time with members of the organising committee prior to the 31st of May 2013, to establish standard operating procedures, communication protocols, and appropriate appointments to other key volunteer positions.

The volunteer coordinator will also be required to commit themselves to being available on the three days of the conference for approximately 6 hours.
It is envisaged that the Volunteer Coordinator will be supported by 1-3 deputy volunteer coordinators who will assist in the delivery of the volunteer coordination functions associated with the conference and may act on behalf of the volunteer coordinator at times when they are absent from the conference.

Volunteer Position Description: Deputy Volunteer Coordinator – Up to 3 Positions

Position statement:

Assist the volunteer coordinator to provide overall coordination for all volunteers working in Association with the delivery of the ‘Balance-Unbalance 2013’ conference Noosa 2013. This position will provide a support role for the Volunteer Coordinator in coordinating the activities of a range of volunteers who will be working with the organising committee for the ‘Balance-Unbalance 2013’  conference to deliver a safe, successful, world-class conference centred around the Central Queensland University campus at Noosaville, and including other nearby locations. The conference is an initiative of Concordia University working in collaboration with Noosa biosphere Ltd and Central Queensland University.

The Deputy Volunteer Coordinators will be responsible for assisting with briefings for volunteers on the requirements of their roles, and providing support and advice to assist the delivery of the conference.

Key contacts: 

The deputy volunteer coordinator will liaise directly with the volunteer coordinator and may be required to work with balance unbalance project officer (Cath MacAdam), and other members of the organising committee as required (including Sue Davis, Leah Barclay, Ricardo Dal Farra and Ben McMullen).

Key Duties: 

· Liaise with the volunteer coordinator to assist in maintaining the database of all volunteers working with the balance unbalance 2013 program. 

· Support volunteers in filling out necessary registration forms to capture a record of their involvement in the project for reporting, quality assurance and liability reasons.

· Understand and provide advice to volunteers about the volunteer work schedule allocating volunteers to sites times and tasks, and the system volunteers in finding relevant locations and delivering the tasks required by their roles.
· Assist in identifying and communicating unforeseen circumstances, such as unavailability of core volunteers to complete tasks, or other unforeseen logistical issues, and assists the volunteer coordinator in troubleshooting these issues.

· We necessary in the absence of the volunteer coordinator to provide information to the organising committee members about the activities of volunteers and to give communication to volunteers as required. 

· Maintain a high level of understanding of the operational logistics of the conference to assist with communication to volunteers, presenters and delegates, as required.

Reporting arrangements:

The deputy volunteer coordinator will report to the volunteer coordinator in the first instance and may be called upon to report to the organising committee about the volunteer effort at the conference as regularly as needs be during the period of the conference. 
Expected level of commitment:

It is envisaged that Deputy Volunteer Coordinators will need to commit approximately 3 hours of contact time with the Volunteer Coordinator and relevant members of the organising committee prior to the 31st of May 2013, to establish standard operating procedures, communication protocols, and appropriate appointments to other key volunteer positions.

The Deputy Volunteer Coordinators will also be required to commit themselves to being available on 1-2 days of the conference for approximately 4 hours.

It is envisaged that there will be up to 3 Deputy Volunteer Coordinators to support the Volunteer Coordinator. 
Volunteer Position Description: Tech Coordinator
Position statement:

Assist with overall coordination for technical aspects of the delivery of the ‘Balance-Unbalance 2013’  conference Noosa 2013. This position will develop a thorough working knowledge of the technical requirements for all speakers and sessions associated with the ‘Balance-Unbalance 2013’ conference. They will be responsible for working with the organising committee and the Volunteer Coordinator to ensure that technical requirements and specifications are met to deliver a safe, successful, world-class conference.  
The conference activities will be centred around the Central Queensland University campus at Noosaville, and including other nearby locations (such as the J at Noosaville). The conference is an initiative of Concordia University working in collaboration with Noosa biosphere Ltd and Central Queensland University. 
The Tech coordinator will be responsible for working with the technical coordinators for each of the venues where conference activities will take place to identify tech requirements systems and infrastructure at each venue and to match this capability with the needs of presenters and installation exhibitors. The tech volunteer coordinator will also be responsible for briefing other volunteers on tech requirements of their roles, and providing support and advice to assist the delivery of the conference.

Key contacts: 

The Tech Volunteer Coordinator will liaise directly with the Volunteer Coordinator and Tech staff at each venue to be used as part of the conference. They may also be required to work with ‘Balance-Unbalance 2013’ Conference Coordinator (Cath MacAdam), and other members of the organising committee as required (including Sue Davis, Leah Barclay, Ricardo Dal Farra and Ben McMullen). 
Key Duties: 

· Liaise with the Conference Coordinator to assist in maintaining a database of all tech requirements for ‘Balance-Unbalance 2013’ 2013 program. Develop a tech plans which relates to each venue and convey information about the technology availability and requirements at each location.
· Support volunteers in understanding the tech requirements at venues where they are assisting so that they are able to provide advice and assistance to presenters in each room etc about tech issues.

· Assist in identifying, communicating and assessing unforeseen circumstances, such as technology breakdowns, or other unforeseen logistical issues, and assists in troubleshooting these issues.

· Where necessary, to provide information to the organising committee members about the tech support issues as required. 

· Maintain a high level of understanding of the tech logistics of the conference to assist with communication to volunteers, presenters and delegates, as required.

Reporting arrangements:

The Tech Coordinator will report to the Conference Coordinator in the first instance and may be called upon to report to the organising committee about tech logistical issues at the conference as regularly as needs be during the period of the conference. 

Expected level of commitment:

It is envisaged that the tech coordinator will need to commit approximately 6 hours of contact time with Conference Coordinator and relevant members of the organising committee prior to the 31st of May 2013, to establish technical requirements and specifications for all venues and activities, standard operating procedures, communication protocols, and appropriate relationships with other key volunteer positions.

The tech volunteer coordinator will also be required to commit themselves to being available on all days of the conference for approximately 4-6 hours.

It is envisaged that there will be up to 3 tech support volunteers to assist the tech coordinator. 

Volunteer Position Description: Catering Coordinator – Up to 2 Positions

Position statement:

Assist the Conference Coordinator to ensure catering arrangements are in place and organised in a timely and professional fashion for delivery of the ‘Balance-Unbalance 2013’ conference Noosa 2013. This position will provide a support role for the Conference Coordinator in coordinating the activities of a range of catering providers who will be working to deliver a healthy culinary experience contributing to a successful, world-class conference centred around the Central Queensland University campus at Noosaville, and including other nearby locations. The conference is an initiative of Concordia University working in collaboration with Noosa biosphere Ltd and Central Queensland University.

The Catering Coordinator will be responsible for assisting with briefings for volunteers involved in the provision of meals and refreshments at the conference on the requirements of their roles, and providing support and advice to assist the delivery of the culinary aspects of the conference.

Key contacts: 

The Catering Coordinator will liaise directly with the ‘Balance-Unbalance 2013’  Conference Coordinator (Cath MacAdam), and other members of the organising committee as required (including Sue Davis, Leah Barclay, Ricardo Dal Farra and Ben McMullen). They will also maintain a good working relationship with the volunteer coordinator and the deputies.
Key Duties: 

· Liaise with the ‘Balance-Unbalance 2013’  Conference Coordinator to assist in maintaining the database of all culinary requirements for the ‘Balance-Unbalance 2013’ program. 

· Support volunteers delivering a satisfactory catering experience to all delegates involved in the conference and presenters.

· Understand and provide advice to the ‘Balance-Unbalance 2013’ Conference Coordinator about the catering work schedule, including coordinating the delivery of food and its presentation to conference delegates and presenters, and identifying needs for the allocation of volunteers to sites times and tasks.

· Assist in identifying and communicating unforeseen circumstances, such as unavailability logistical problems catering, and assists with troubleshooting these issues.

· When necessary to provide information to the organising committee members about catering issues and to give communication to volunteers as required. 

· Maintain a high level of understanding of the operational logistics of the conference as they relate specifically to catering issues to assist with communication to volunteers, presenters and delegates, as required.

Reporting arrangements:

The Catering Coordinator will report to the ‘Balance-Unbalance 2013’  Conference Coordinator in the first instance and may be called upon to report to the Volunteer Coordinator and members of organising committee as regularly as needs be during the period of the conference. 

Expected level of commitment:

It is envisaged that the catering coordinator will need to commit approximately 4 hours of contact time with the ‘Balance-Unbalance 2013’  Conference Coordinator and relevant members of the organising committee prior to the 31st of May 2013, to establish standard operating procedures, communication protocols, and relationships with the catering providers required to deliver the culinary aspects of the conference.

The Catering Coordinator will also be required to commit themselves to being available on all days of the conference for approximately 6 hours.

It is envisaged that there will be up to 2 catering support volunteers to assist the catering coordinator. Other volunteers will also be made available to assist specific catering tasks as required during the period of the conference.
Volunteer Position Description: Transport Logistics Coordinator 

Position statement:

Assist the transport logistics to provide overall coordination for all people movement associated with the delivery of the ‘Balance-Unbalance 2013’ conference Noosa 2013. This position will provide a support role for the balance unbalance project officer in coordinating the activities of a range of transportation providers who will be working with the organising committee for the ‘Balance-Unbalance 2013’  Conference to deliver a safe, successful, world-class conference centred around the central Queensland University campus at Noosaville, and including other nearby locations (such as the J, and feel locations are Boreen Point etc). The conference is an initiative of Concordia University working in collaboration with Noosa biosphere Ltd and Central Queensland University.

The transport logistics coordinator will be responsible for assisting with briefings for volunteers on the requirements of their roles that are specifically related to people movements, and providing support and advice to assist the delivery of the conference.

Key contacts: 

The Transport Logistics Coordinator will liaise directly with the ‘Balance-Unbalance 2013’  Conference Coordinator (Cath MacAdam), the volunteer coordinator and may be required to work with other members of the organising committee as required (including Sue Davis, Leah Barclay, Ricardo Dal Farra and Ben McMullen).

Key Duties: 

· Liaise with the ‘Balance-Unbalance 2013’  Conference Coordinator to assist in establishing and maintaining the database of all people movements associated with the program. 

· Understand and provide advice to volunteers about the schedule of people movements and assist in allocating volunteers to sites, times and tasks to assist with the delivery of the transport plan.

· Assist in identifying and communicating unforeseen circumstances, such as shortfalls in availability of volunteers to complete transport tasks, or other unforeseen logistical issues, and assists the volunteer coordinator in troubleshooting these issues. We necessary to provide information to the organising committee members about transport of people  and to give communication to volunteers as required. 

· Maintain a high level of understanding of the operational logistics of the conference to assist with communication to volunteers, presenters and delegates, as required.

Reporting arrangements:

The  Transport coordinator will report to the ‘Balance-Unbalance 2013’  Conference Coordinator in the first instance and may be called upon to report to the organising committee about the volunteer effort at the conference as regularly as needs be during the period of the conference. 

Expected level of commitment:

It is envisaged that the volunteer coordinator will need to commit approximately 6 hours of contact time with ‘Balance-Unbalance 2013’  Conference Coordinator , the Volunteer Coordinator and relevant members of the organising committee prior to the 31st of May 2013, to establish the transportation approach and details, communication protocols, and logistics.

The Transport coordinator will also be required to commit themselves to being available on all days of the conference for approximately 4-6  hours.

It is envisaged that there will be up to 2 transport volunteers to support the volunteer coordinator. 

