MONTANA ANNUAL SHRM CONFERENCE
VENDOR COORDINATOR

Position Summary:

Solicit vendors to attend the Montana Annual SHRM Conference that have products and/or programs of interest to HR professionals.  
Responsible To: 

The State Director 
The Conference Coordinator
Responsibilities:

· Prior to the Conference

· Obtain a list of vendors that were solicited for the prior State Conference 

· Review list of vendors and consider adding vendors from the location of the hosting city with products and or services tailored to HR professionals that may not have been included in last years list (i.e. Universities, 
· Obtain Vendor Registration Form from Conference Coordinator

· Mail and/or e-mail solicitation letter and Vendor Registration Form to potential vendors from last year’s listing
· Work with the Conference Hotel in determining the area available and maximum number of vendors that the venue will accommodate

· Work with the Treasurer in obtaining information on vendors as they register 

· Confirm registration with vendor and establish the contact for the vendor coordinator for any questions they may have

· Resolicit vendors as appropriate to use the space available and help meet our budget for vendor income

· At the Conference

· Work with hotel staff to set up the vendor area

· Introduce yourself to vendors and establish that you are their contact throughout the Conference for any needs and questions they have.  Advise that any member of the State Council is available to assist them or can find you

· Check back routinely with vendors to answer any questions or provide assistance as needed
· After the conference

· Follow-up on any comments, suggestions or questions from vendors

· Update vendor list with information on attendees for this Conference and maintain prior information to pass on to next year’s vendor coordinator

· Report to the State Council on feedback and suggestions for next year’s Conference

· Serve as a resource to next year’s Vendor Coordinator

