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Blue Star Mothers of America Inc

National Convention Chairwoman
Appointed Position

Position summary  
An appointed position by the National President to assist the National President with annual Convention Event planning, convention preparation through serving as oversight for fulfillment of the Convention Committee’s assigned tasks and duties.
Major responsibilities:  
1. Work closely with the Nat’l President to plan the Annual Convention. 

2. Contact Convention & Visitors Bureau, via internet, in the cities of interest. Complete the on-line forms and submit for bids.

3. Compile bids and submit to President for decision on location. Communicate decision with Convention & Visitors Bureau. 

4. Stay in close contact with hotel in making all arrangements keeping handicapped needs, vegetarian needs, transportation needs to and from the local airports, hospitality rooms, all meeting room needs in mind. 
5. Assist the National President and National Chaplain in preparation for the annual Convention Memorial Services. 

6. Assist the National President with choosing Convention Speakers

7. Form a Convention Committee; establish sub-committees for specific areas of planning. 


A. Coordinate volunteers for registration tasks

B. Coordinate Hospitality

C. Coordinate Volunteers for Memorial, Luncheon and Banquet printed Programs

D. Coordinate Volunteers for Themes and Décor

E. Coordinate Volunteers for complimentary (i.e. Goody bags)
F. Coordinate Printing of Convention Materials

G. Coordinate Fundraising tasks for Convention

H. Assist the National President with Menu Planning
I. Assist the National President with planning entertainment

J. Coordinate POW-MIA tabletop Ceremony

K. Coordinate Audio-Visual needs for convention

L. Coordinate Chapter and Vendor table registration

M. Assist the National President with Convention Agenda

8. Schedule and facilitate convention committee meetings. 
9. Establish a timeline with appropriate due dates. Establish a budget and plan for avenues of donations and fundraisers.
10. Good working knowledge for the use of parliamentary procedure in all meetings

Professionalism at meetings and when interacting with all members
11. Any and all other convention duties assigned by the National President

Key capabilities:
· Prior experience planning the BSMA Annual Convention or prior major event planning experience
· Thorough understanding of the Mission

· Must have an Internet Service Provider

· Proficient computer skills

· Proficient email skills

· Working knowledge of graphics programs 

· Team skills

· Must have long distance telephone service provider

· Ability to make an agenda

· Excellent prioritization skills

· Excellent budgeting skills

· Proficient Spreadsheet skills

· Proficient Organizational Skills

· Excellent oral and written communication

· Excellent Leadership skills.

· Must be able to attend the Annual Convention

Interdependencies with other functions: 
· National President

· National First Vice President

· National Treasurer

· National Financial Secretary

· National Webmaster

· National Chaplain

· Convention Facility Coordinators

· Printing Vendor

Reporting relationships:  
· National President

· Convention Committee 

· Availability to advise the newly appointed Convention Chairwoman following the end of her term year when needed

Time required per week:  
· Majority of time required begins in early spring through the convention, time increases as the convention approaches. Could entail devoting up to 20 hours a week as convention date approaches

Length of Commitment:  
One term year
Key performance indicators:  
· Working well with all involved with Convention Planning

· Availability to answer questions and advise

· Preparation for Convention Committee Meetings

· Meeting the timeline for convention preparation deadlines

· Improvising and adapting

· Applying Cost effective alternatives and solutions

· Timely reporting and communication with the National President
· Summary report at the conclusion of convention
