2012 Ambassador Roles and Responsibilities
Job Descriptions
· Registration

· You are to arrive 15 minutes prior to the start time. 
· Adrienne Riley with ARDA is the head contact for this and will give you instructions as to what you should/should not be doing.
· This is most likely the attendees first encounter at the Convention so please remember to smile, be friendly and as helpful as possible. If you don’t know the answer to something, ask them to hold and find the person who does.
· Golf

· Ambassadors will assist with registration of golfers, placing items on golf carts, and staffing specialty holes (drink holes, measuring distance from pin, selling raffle tickets, etc).
· Please note the tournament begins the morning of Sunday, April 1 and is at an off-site location.  Transportation will be provided from the Venetian to the golf course.
· Details and exact assignments will be distributed a few weeks prior to the tournament.
· Educational Sessions

· You are to arrive 30 minutes prior to the session beginning.

· Introduce yourself to the Moderator and Speakers and let them know if they need any help you will be in the back of the room.

· Should they have any issues, such as with AV, try to get ahold of Brandi or Alicia

· There will be an envelope with evaluations forms which should be handout out to all attendees.

· Speaker biography booklets will also be in the room to be given to attendees if they’d like.

· Tent cards should be placed on the panel table at the front of the room as well as the housekeeping notes memo on the podium; remind the moderator about this. 

· You are to take count of the number of attendees at the beginning, middle and end of the session; there is a spot on the front of the envelope for you to fill-out.
· Forums

· You are to arrive 30 minutes prior to the forum beginning.

· There will be a head contact person at each forum for you to check-in with.
· Two people will be responsible for staying at the registration desk outside the door to check people in. NOTE: These are paid events that people signed up for in advance. 

· Duties may include distributing materials prior to forum start, collecting information during the course of the session, and assisting with the collection of evaluations and other materials at the end of the forum.
· General Sessions

· You are to arrive 30 minutes prior to the forum beginning.
· You are responsible for manning the doors as to not allow attendees in until the staff has given you the OK. 

· You are to hand out evaluation forms to attendees as they enter and collect at the end.

· You are to stand by the doors for the duration and open/close the doors for the attendees quietly as to not disrupt the session. 

· VIP Networking Center

· By choosing this position, you will need to commit to work Monday, Tuesday and Wednesday. 
· You will be working with Randy Goodhope from ARDA; he will instruct you on what to/not to do. 
Misc.

· Dress is business casual.

· You must work four (4) hours in order to receive one (1) complimentary day pass.

· You must check-in with Brandi before your shift starts; absences and lateness will be marked and noted for next year. 

· Please be where you are supposed to be when you are supposed to be doing what you are supposed to be. 

· If you have questions, ask! Brandi and ARDA staff are more than happy to help in any way possible. 
