Iowa State University

Department of Residence Conference Services

Conference Manager

Job Description & Requirements
For spring & Summer 2022
During the summer, the Department of Residence and ISU Dining provide dining services and housing in our residence halls and apartments to a wide variety of conference groups such as:  youth sports camps, academic and educational workshops for youth and adults, ISU Orientation, religious groups, Special Olympics Iowa, 4-H, etc.  A team of approximately six Conference Managers (CM’s) is responsible for managing the delivery of these services to contracted sponsors and guests as arranged through the Department of Residence Conference Services Office.

Conference Desks providing guest services are maintained by Summer Conference Staff (SCS) under the supervision of the Conference Managers.  Conference Managers will have summer offices in a variety of residence halls to help supervise Conference Desk areas where staff interact with conference groups.  Conference Managers are supervised by a Conference Coordinator and an Assistant Conference Coordinator.  Conference Managers also collaborate with a Conference Clerk who provides administrative support for conference operations.
General Responsibilities and Expectations
All Conference Managers will have the following general responsibilities and expectations:

· Fully participate in group Conference Manager Staff training during Spring Semester.
· Assist in the recruitment and selection of Summer Conference Staff (SCS) by publicizing for the positions, preparing selection materials, and interviewing candidates during Spring Semester.  There will be approximately 18 SCS working 25-40+ hours per week in the summer.

· Prepare and lead Summer Conference Staff training in May.  Supervise and maintain SCS development, on-going training, and work groups throughout the summer.  Implement policies and procedures to ensure appropriate work standards by SCS who are doing check-ins, check-outs, staffing conference desks, performing live-in (overnight) assignments in youth areas, handling money, and other duties.

· Manage assigned conferences by completing tasks by specified deadlines such as:  determining room assignments and services, confirming dining arrangements, being on-site and arranging staff for check-in/out, bill preparation, writing a post-conference summary, etc.  Communicate with conference sponsors, dealing with questions, concerns, and changes.  Share information in a timely manner to fellow conference staff and appropriate ISU Dining, Facilities, Residence Life, and other Department of Residence (DoR) staff.

· Rotate being on-duty with other CM’s (approximately twice in the summer).  Each duty rotation will be scheduled for approximately a one-week time period.  The CM-on-duty would be accessible via a department cell phone to assist SCS in handling difficult situations and to serve as a contact person, resource, and responder for full-time Department of Residence staff in the event of emergencies involving conference groups.  CM’s are required to be in Ames during weeks while on duty.
· Be an active, informative, and supportive team member in weekly Conference Team and Department of Residence Conference meetings.  Provide leadership at weekly Summer Conference Staff meetings.

· CM’s are representatives of the Department of Residence Conference Team and will be expected to become knowledgeable about conference operations and policies during training.  CM’s must provide professional, courteous, and efficient service to conference sponsors, guests, and fellow staff.  CM’s will be expected to be a resource concerning services available within the Department of Residence, on the ISU campus, and within the Ames community.

· CM’s will be expected to assist in special projects and other duties as needed, such as reviewing conference group billing; revising current procedures; assisting the Conference Coordinator, Assistant Conference Coordinator, and Conference Clerk; aiding in decisions for future summers, etc.
· CM’s will be expected to cover, or replace, SCS desk shifts (and occasionally live-in shifts) during summers with smaller conference revenues or restricted budgets.  The Conference Coordinator and CM’s will collaborate on scheduling during these times.
Individual Lead Responsibilities

In addition to the above, all Conference Managers will be assigned a summer office location and a set of several individual lead responsibilities based on their skills, interests, availability, and other factors.  Individual lead responsibilities vary from year-to-year, depending on the types of incoming conference groups and the needs of the conference operation.  Office placement decisions and individual lead responsibility assignments are made during mid-spring.  Following are brief descriptions of possible individual lead responsibilities (subject to revision as needed):
Cash Accounting

Oversee cash and credit card accounting responsibilities and deposits for one of the Conference Desks.  Train SCS on money-handling procedures.
Desk Supervision

Provide the majority of direct on-site supervision for the day-to-day operation and task assignments to SCS working at the two primary Conference Desks.

Keys

Direct the inventory, preparation and processing of guest keys and keycards.  Work closely with the Conference Clerk to troubleshoot problems, maintain a log of lost keys/keycards, and order replacements.
Long-Term Academic Programs

Provide conference management for programs bringing in longer-staying (typically 6-8 weeks) ISU guests participating in research opportunities, college-enrichment programs, etc.

Lost and Found

Oversee the processing of Lost & Found items from conference groups.  This includes doing a weekly update of the Lost and Found log and preparing items to be mailed out to owners.
Media Specialist
Document the year with photos.  Assist with our staff communications and explore ways to utilize photography, projectors, video, etc., to enhance conference operations.

Scheduling
Co-produce the weekly SCS work schedule for Conference Desk coverage, live-in overnight shifts, check-in/out, and Conference Office support.  Work with time-off requests and schedule conflicts.  Process payroll in collaboration with the Conference Clerk.
SCS Meetings

Prepare weekly SCS meeting agendas and act as a facilitator during the meetings.  Discuss topic presentation responsibilities with appropriate CM’s.
Signs and Bulletin Boards

Oversee production and placement of bulletin boards and interior/exterior welcome and directional signage for conference groups.
Social

Promote communication and staff morale with SCS, involve SCS to organize a variety of voluntary social activities, and develop other staff programs.
Compensation

· First-year Conference Manager pay is $12.50 per hour during Spring Semester with a raise to $14.50 per hour beginning May 1, 2022 (paid twice monthly, two weeks after each payroll period).
· After Conference Managers have worked a full year (spring/summer/fall), the pay will be raised to $15.50 beginning January 1, 2022.

· A summer meal plan will be included.  For Summer 2020, it was a 40-meal plan block at ISU Dining Centers, including $400 Dining Dollars.  Dining Dollars are reported as taxable income; meals on the meal plan block are not taxed.  A similar meal plan will be provided for Summer 2022.
· Housing is not included; CM’s are not required to live in university facilities.

Requirements

Eligibility

· You must be a registered student at ISU for Spring Semester 2022 and also be registered for classes for Fall Semester 2022.
· You must have at least a 2.5 cumulative GPA to apply and your ISU judicial record will be considered.
· You must have a valid driver’s license and pass ISU’s Motor Vehicle Record check unless granted an exception by the Conference Coordinator.

· All offers of employment, oral and written, are contingent upon the university's verification of credentials and other information required by federal and state law, ISU policies/procedures, and will include the completion of a background check.
· COVID-19 decisions by Iowa State University could affect the hiring timelines and process.  Furthermore, upon employment, ISU may terminate student employees based on non-performance based reasons such as budget constraints, completion of projects, lack of work, or loss of conference groups and related work.
· Iowa State University does not discriminate on the basis of race, color, age, ethnicity, religion, national origin, pregnancy, sexual orientation, gender identity, genetic information, sex, marital status, disability, or status as a U.S. veteran.  Inquiries can be directed to the Office of Equal Opportunity, 3410 Beardshear Hall, (515) 294-7612.
Time Commitments

· The position begins on an arranged start date approximately the 3rd week of January 2022.

· Spring semester schedules must allow for enough consecutive blocks of time to allow for 10-12 hours of group training between 8:00 a.m.-5:00 p.m. Monday through Friday.  In recent years, training usually occurred MWF afternoon.  For Spring 2022, we anticipate holding group training between 1:30-5:00 p.m. on MWF afternoons.  However, this may vary depending upon all applicants’ availability; you may want to increase your hiring potential by keeping these times open if you have flexibility in your scheduling opportunities for spring semester.

· Mid-spring:  Up to 20 hours per week may be required and some evenings and/or weekends (self-scheduled) may be needed for interviewing for several weeks during SCS selection.

· Mid-April:  CM’s will assist with one evening orientation program, which is scheduled tentatively mid-April to welcome and orient the newly hired SCS.

· Summer:  CM’s must be available for 40+ hours per week beginning Monday, May 10 (intensive training of SCS will begin the week after Spring Semester ends).  CM’s work approximately 35-40 hours per week, with the likelihood of several weeks over 40 hours (pay will be compensated at time and a half).  Work hours vary due to the differences in conference needs (some groups check-in and out on weekends) and duty coverage, but the majority will fall during daytime office hours.

· Accommodations may be made for brief vacations during non-training and non-peak conference times in the summer.

· CM positions require a commitment through Firday, August 19, 2022.  Opportunities for fall employment may be possible.

Other Information

· Taking summer school classes is not usually feasible (or recommended) for first-year Conference Managers and prior discussion and permission from the Conference Coordinator is required.  Online internship classes may be allowed.
· If you do not meet the eligibility requirements for a Conference Manager position, you may consider applying for a position as Summer Conference Staff.  These summer-only positions will be advertised in Spring 2022.
Application Process

· To apply, submit the completed application materials (see separate application form for details) no later than 11:59 p.m. on Sunday November 19th, 2021.  Applications received early may be given priority.
· If your application is selected, you will be contacted by Friday, November 26th, to schedule an interview.
· If you have any questions, please feel free to contact staff at the Conference Services Office in 1243 Friley at (515) 294-8384 or e-mail us at conferences@iastate.edu.  We will be happy to help you!
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