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ATD-LA 
Director of Workshops
Position Summary

The Director of Workshops oversees the chapter’s learning events function as it relates to workshops, professional development courses, seminars and conferences.  The Director of Workshops is responsible for topics, speaker and site selection, ensuring events are promoted through the ATD-LA marketing pipeline, managing all events onsite, and reporting outcomes to the board and chapter.

Time Commitment 

Term:  Two years (Election held in even-numbered years)
Estimated Time Requirements per month:

· Attending board meetings: 1.5 hrs/month

· Attending monthly chapter meetings when possible: 3 hrs/month  

· Co-Director of Learning responsibilities – 1-3 hrs/month 

Responsibilities

Program Planning

· Strategizes with President and Marketing Team to determine compelling topics for learning events, and researches potential presenters. 
· Maintains venue list and seeks additional no-cost or low-cost new venues as needed. 
· Schedules workshops and events with both the presenter and the chapter, ensuring there is no conflict with respect to other ATD-LA events or holidays and observances. (Typically, workshops are held on Friday the week after chapter meetings).
Booking Presenters
· Corresponds with prospective presenters to invite them to facilitate a learning event. 

· Fills out Presenter Agreement Form. (Director of Workshops fills out most fields and sends to the presenter for completion and signature.)

· Fills out Presenter Intake Form and submits to ATD-LA administrative staff. (Director of Workshops fills out this form with the presenter over the phone.) 

· Communicates with venue and completes Host Site Agreement, then submits to ATD-LA administrative staff.  

Marketing Learning Events
· Corresponds with booked presenters to acquire marketing materials. 
· Works with the Director of Marketing & Communications to promote the event, providing any marketing materials submitted from presenter as well as a marketing brief of key points and takeaways participants can expect from the program. 
Pre-Event Preparation
· Confirms the event with both presenter and venue (2-4 weeks prior to event).
· Ensures the minimum required enrollment has been met (10 days prior to event). If not, contacts the ATD-LA administrative staff regarding cancelling the event or renegotiating with the presenter. 
· Emails both presenter and venue to let them know of ATD-LA’s enthusiasm for the event and to finalize any outstanding details (1 week prior to event).
· Arranges with ATD-LA administrative staff to print any required course material, prior to the event. Director of Learning must pick up printed materials and hand-carry to the venue. 
Onsite Event Management 
· Director of Workshops attends events at no cost.
· Arrives one hour prior to start of event.
· Sets up welcome table with sign-in sheet and name tags, as well as bottled water if beverages are not provided by the venue. 
· Arranges for any needed presentation tools, such as a projector, flip charts, pens, or anything else listed on the Intake Form. 
· Assists presenter with set up, trouble-shooting any IT issues, and remedying any 
facility issues.
· Offers to provide introduction for presenter before their presentation.
· Serves as liaison between presenter, venue contact, and all participants.
· Promotes upcoming ATD-LA events at the conclusion of the program and reminds attendees that they will receive a survey following the event.
· Assists with clean up and returning venue to original state.
Reporting

· Tracks data for all learning programming, including enrollment, attendance, and profit & loss information. 

· Reports outcomes for all webinars at monthly Board of Directors meeting.
Board Participation

· Attends and participates in monthly board meetings and chapter meetings.
· Participates in other chapter events, committee meetings and conferences as available.
· Represents chapter professionally and ethically in all business functions/organizational activities.
· Participates in the development and implementation of short-term and long-term strategic planning for the chapter
Training

· Recruits and manages Learning Team Member volunteers to assist with event planning and strategizing new ideas for topics and speakers. 
· Recruits and trains incoming Director of Workshops.
Qualifications 

· Member of ATD National and ATD-LA chapter.
· Experience conducting and participating in workshops and events. 
· Solid marketing and public relations skills.
· Skilled in written and verbal communication, personal interaction and problem-solving.
· Ability to plan, organize and execute activities as required by the position.
· Ability to complete projects within established timeframes.
· Ability to delegate tasks and monitor follow-through.
· Time available to fully participate in chapter programs and board meetings.
· Has a willingness to advocate for the chapter.
· Ability to seek others out as volunteers. 
ATD Resources                                      

Chapter Relations Manager (CRM)
National Advisors for Chapters (NAC)
Chapter Affiliation Requirements (CARE)
Sharing Our Success (SOS)

Chapter Leader Community (CLC)
Leadership Connection Newsletter (LCN)
Toolkits
Chapter Leader Webcasts
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