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SF	  Bay	  American	  Cetacean	  Society	  Chapter:	  Presentations	  Coordinator	  

The Presentations Coordinator oversees the chapter’s series of monthly guest lectures. 

Responsibilities	  

• Schedule dates, speakers, and venues: 

- Every fall, set dates of events for the next year. The presentations are usually the last Tuesday of 
each month. 

- Every fall, contact potential and identified speakers and book them for specific dates. 
- Book locations. 

• Manage communications: 

- Collect speaker biographies and presentation information. 
- Create a Word document of the complete lineup with presentation titles, presentation summaries, 

speaker biographies, and speaker headshots. 
- Write copy for website. Deliver copy to the web master. 
- Write copy for the bi-monthly electronic newsletter. Deliver copy to the communications 

coordinator. 

• Coordinate the event: 

- Each month, verify the speaker’s attendance, the time, and the location. If the speaker will travel 
from out of town, verify commitment and needs two months prior to the event. 

- One week prior to each event, confirm the location, time, and speaker. 
- The night of the event, set up the presentation room including projector, brochures, flyers, posters, 

speaker’s props, etc. 
- Make a pre-presentation announcement about the chapter’s mission, news items, special events, and 

the donation jar for research/travel grants. 
- Introduce the speaker. 
- Pack-up the supplies and assist the speaker.  

Desired	  Skills	  and	  Knowledge	  	  

• Proactive communication skills. 
• Ability to organize projects. 
• Ability to use computers. 
• Ability to access the internet. 
• Ability to drive or travel to the event location with supplies. 
• A keen sense of hospitality.  
• Willingness to seek out interesting projects, topics, and experts. 

Time	  Commitment	  

This is a volunteer position. The expected time investment is 4 to 8 hours per week. During a special 
program or project the time investment may temporarily increase. A two-year commitment is preferred.  

	  


