2.C.1.  EVENT MANAGER

Updated:  December 28, 2007
Re-write Job Description
a.  Oversee all activities for Playoffs, Banquet and Awards


Key Role:  Ongoing contacts with Task Coordinators to ensure activities are being attended to and completed on schedule, including lead time and follow-up.

b.  Find added help as need be.

c.  Be the only person responsible for communicating numbers to the caterer (get these numbers from the Ticket Sales person and the Invite Dignitaries person).  Please estimate low at all times: say 90 guests for January and then 70% of what you hope February 17th, 80% February 24th and 90% max March 2nd.  This estimating procedure is imperative or it gets very costly for OJI.

Gather edited task descriptions from each of the Event Task Coordinators together with their comments and prepare a summary report for presentation to the OJI Semi-annual General Meeting in early April.

Edit this task description as required.
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