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BUILDERS ASSOCIATION

BUIIDING THE FUTURE TOGETHER





Position Description




    

Position Title: Director, Events and Publications
Reports to:  Executive Director

The Madison Area Builders Associations seeks an enthusiastic and energetic Director of Events and Publications. This Director will be responsible for advance planning, volunteer management, program coordination, on-site conference management, as well as budget oversight for all assigned events.  The position will be required to interact with numerous internal and external stakeholders as well as have the ability to source and manage third party relationships.  This position will act as the meeting and event planner for the Parade of Homes, Home Products Show and all member events.  In addition, Director will also be responsible for development and management of all association publications, both print and electronic, to include e-mails, Right Angle Newsletter, and event publications.
Public Events—40%
· Responsible for all aspects of Home Products Show and Parade of Homes, including but not limited to:

· Primary staff liaison for committees

· Budget development and management

· Marketing Plan in coordination with Executive Director

· Managing all vendor contracts, exhibitors, etc.

· Soliciting and securing sponsorships, exhibitors, etc, with assistance of committees and Executive Director

· Record maintenance

· Advertisement placement

· Parade of Home Magazine and Home Products Show newspaper insert

Member Events—25%

· Responsible for logistics, budget management/development of all member events including membership gatherings, installment dinner, golf outing, social events, and education events. 

· Responsible for annual sponsorship strategy and solicitation with assistance of volunteers and Executive Director.

· Secondary staff liaison to Education and Programs Committee.

· Works with bookkeeper to ensure all event income and expenses are properly assigned.

· Initiates ideas which solidify members’ identification with and enjoyment of their association with MABA. 

Publication—30%

· Responsible for all aspects of accurate and timely production of the annual Membership Directory
· Responsible for association newsletter, including but not limited to developing concepts and themes, securing articles, editing, graphic design, coordinating with vendors and executing advertisement agreements.
· Responsible for MABA website graphics, updates, etc.
· Responsible for MABA electronic communications.
· Takes photos at MABA events and activities for use in MABA publications, website, etc.
Other Duties as Assigned—5%

Qualifications:

· Minimum 5-10 years event  management experience, including volunteer and/or staff management

· Minimum 5 years budget management 

· Excellent customer service and a high level of energy and enthusiasm
· Strong sense of professionalism
· Valid Driver’s License

· Ability to work nights and weekends to meet MABA event needs 

· Experience in Adobe Illustrator and with CMS systems

· Experience fundraising/sponsorship development

· Experience with contract execution

· Ability to multi-task and make sound business decisions

