MONTANA ANNUAL SHRM CONFERENCE
AWARDS COORDINATOR

Position Summary:

Coordinate all emails, correspondence, printing of materials, ordering award, ballots and present award at the lunch hour at the State Conference. In addition position will ensure the process is discreet and ethical. 
Responsible To: 

The State Director 
The Conference Coordinator
Responsibilities:

Prior to the Conference

Send out a memo in December to all MT SHRM Members, State Council, Chapter Presidents to include instructions on what the timelines and rules nomination form with submission requirements
Remind chapter presidents to submit what nominations they have from their chapter to the State Council Workforce Director so they are considered for the statewide SHRM conference with all other nominees 
All awards have been ordered from Crown Trophy in Helena (they have the National and State SHRM Logo) Paul & Bobbi Foran-2704 Billings Avenue, Helena MT 59601 406-442-3506  
Note: Not a requirement to order from Crown Trophy for informational purposes only
At the Conference:

Bring the plaque

Turn in receipts to the Treasurer

Announce winner

After the conference: 

Get input from the State Council members on what worked and what did not work 
