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EVENTS DIRECTOR 

 Liaise with the meeting venue to confirm booking dates, numbers attending, 

menu options, AV requirements, room set up requirements and any other 

general items in relation to the proposed event.  

 Liaise with the speaker coordinator to ensure that the AV, dietary and any other 

requirements of the speaker are met. 

 Liaise with service providers, ie Absolutely Fabulous, Alpha It, Imageology and 

Pearl Studio, and the Sponsorship Director in coordinating the requirements of 

the meeting sponsor.  

 Monitor meeting numbers via the website and keep the Board updated on 

bookings – in particular the Sponsorship Director – to ensure sponsors’ free 

meals have been booked and allocated for in final numbers.   

 Liaise with the Marketing Director to ensure bookings are closed when numbers 

are reached and notices go out to members to advise as such.   

 Ensure that each meeting has the most up to date list of those who will be 

attending and have this ready at the registration table for names to be marked 

off upon their arrival. 

 Ensure dietary requirement cards for attendees are made available upon 

registration along with drink vouchers. 

 Finalise the VIP table with the President and ensure appropriate signs are made 

to reserve tables if required.  

 Coordinate the Directors’ arrival times for each meeting.  

 Arrive early at the venue and ensure Chamber banners/media wall are up and 

placed in the correct spot in the room.  

 Maintain communication with the President prior to the meetings and update 

him/her on any changes that may arise prior to the meeting start time.    

 Ensure that you are the contact person at the meetings and that communication 

is kept with the venue in the event and changes need to be made last minute.  
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 Assist with the coordination of any extraordinary meetings that may arise.  

 Assist any members and/or guests who are having difficulty registering for a 

monthly meeting, eg invoices are required, refunds, online issues, etc. 

 Coordinate the venue for the monthly Board meetings and ensure that 

refreshments are made available.  

 Provide assistance with the sourcing of monthly meeting speakers including 

negotiating costs and availability. 

 


