REGISTRATION PACKET COMPILER (one person, possible delegates)

Requirements:  Excellent computer skills, including graphics; ability to track down and purchase materials; access to cost-effective copying.  This job can start almost immediately and will run through completion of the actual packets, no later than the end of July.  

Description:  The contents of the packets attendees receive when they arrive at the conference needs to be determined with the PCPI, meaning this could be a relatively small job or a huge and complex one.  What we are envisioning at present at a minimum is a folder with two pockets containing a schedule of events; a map of the local area with highlighted points of interest like restaurants, bookstores, etc.; a TriMet schedule; some blank paper for notes; and an orientation letter about the conference.  We could make this into an elaborate project with embossed folders, souvenirs, fancy paper, copies of local newsletters, information about Portland or local attractions, a menu for the feast, essays on fraternity…  you get the idea.  Your responsibility will be to work out what the PCPI wants, budget the cost, bring it to fruition by actually producing 165 packets that are ready to go well before the conference date, and finally deliver them to the folks who will be doing the registering.

MASS COORDINATOR (one to two people, possible delegates)

Requirements:  Access to a large vehicle; ability to communicate effectively with the mass team; strong organizational skills.

Description:  This will be a job of medium difficulty.  It need not begin until a few weeks before the conference but will run through the performance of the mass.  You will be responsible for every element of the mass except the actual performance of it, including all temple furniture, wine, glasses, etc.  It will be your job to locate all the needed items, get them to the hotel, set up the temple, take it down, and return all items.  You will also need to work with the mass team to ascertain if they plan to bring any of their own equipment, if they need children, a deacon, cakes, etc. along with preferences they might have for wine, music, incense, etc.  This job requires quite a bit of forethought, and a general familiarity with the production of the mass is a big plus. 

STAGE MANAGER

Requirements:  attendance at all conference events; strong organization skills; ability to communicate effectively with speakers, speaker liaisons, hotel liaisons, and hotel staff; punctuality; willingness to work during the conference.  

Description:  Your job will be to coordinate all the conference events such that people and props are in the right place at the right time.  This job will start a couple of weeks before the conference and run through the conference itself.  It will be fairly easy, but will require work at NOTOCON.  If a room is going to be needed for a panel in five minutes, you need to clear people out and set up a table and chairs for the panel.  If a presenter needs an overhead projector, you need to be sure there’s one waiting in the right room, plugged in and ready to go.  If it’s broken, you’ll need to obtain another one from the hotel.  You’ll also need to make sure events stay as on time as possible.  You’ll need to understand the schedule and the needs of the speakers and then make sure that they can be met.  You should also be available to help the hotel liaison as needed in overseeing social events.  This is a very important job, as it ensures the conference will run smoothly.  It would pair well with the music coordinator position, but not with other jobs going on at NOTOCON itself.  It would be a good second job for the air travel coordinator or any other job that doesn’t involve work on the conference dates.
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