
            
STAFF OPENING 

 
 
Title:    Senior Director, Conferences 
 
Department:   Conferences 
 
Reports to:   Chief Operating Officer 

 
SUMMARY 
Responsible for management of ICI’s U.S. and international conferences, including 
administrative and on-site management of all Institute conferences, workshops, committees 
and other meetings held at the Institute or at off site locations.  Ensures that all conferences and 
meetings are delivered in a high quality and cost effective manner that meets both the Institute 
and members’ standards.  Oversees the exhibition and sponsorship programs. 
 
MAJOR DUTIES & RESPONSIBILITIES 

 Manages conference staff responsible for, and assumes final accountability, for coordinating 
activities for all aspects of individual conferences and workshops management and 
administration. This includes staff who are responsible for program oversight of the 
conference or workshop.  

 Provides oversight for coordination of attendance estimates, staff assignments, 
production of written or electronic materials for the meeting, budget and financial 
planning, resolving any billing disputes with hotel and other vendors, and other issues 
relating to the successful management of the conference or meeting.   

 Assumes individual accountability and serves as the lead for major Institute meetings (e.g. 
annual General Membership Meeting, Board of Governors meetings, Mutual Funds 
Investment Management Conference). 

 Provides oversight and support for Institute’s Board of Governors meetings and ensures 
meeting materials and other administrative activities are completed in a timely and 
appropriate manner. 

 Serves as primary negotiator for major contracts with hotels and other offsite facilities for 
meetings of the Institute; provides guidance, direction and assistance to staff who are also 
involved in contract negotiation. 

 Provides guidance, feedback and support to staff responsible for management of vendor 
exhibitions for major conferences, including promoting the exhibit and making sure spaces 
are assigned in accordance with the exhibit hall layout. 

 Establishes policies, procedures and project plans related to events.  

 Working closely with COO and Accounting, develops the annual budgeting and forecasting 
for individual conferences and workshops; gathers input and feedback from individual 
meeting sponsors. 

 Reviews and approves all invoices and purchase orders relating to the operation of 
individual conferences and workshops; works closely with Controller/Treasurer and other 
Accounting staff to ensure accuracy of income and expense reports for each conference and 
ensures reports are provided to the department responsible for the sponsorship of the 
conference. 

 Recommends sites for Institute conferences and workshops and performs site visits, if 
necessary, prior to placing meeting. 

 Provides advice and guidance to staff responsible for menu planning for all food and 
beverage functions held at the Institute or at offsite locations. 



 Ensures individual registration process for all conferences, workshops, seminars and board 
meetings is completed within Institute standards. 

 Researches and recommends process improvements and/or other changes (e.g. outsourcing 
opportunities) to improve the overall efficiency and effectiveness of the division.  

 Other duties as assigned. 
    
REQUIREMENTS 

 Proven ability to provide effective daily management and leadership, promote team 
participation, and continued staff development of professional and support staff within the 
department. 

 Outstanding people and customer service skills, including the ability to deal effectively 
with internal ICI staff, members and external vendors. 

 Ability to recognize opportunities that may lead to increased effectiveness and efficiency of 
department processes including ability to implement change. 

 Strong collaboration and consensus building skills. 

 Exceptional attention to detail and organizational skills with ability to manage staff that 
individually have multiple tasks and deadlines; strong time management skills and ability 
to multi-task.   

 Excellent oral and written communication skills.  

 Ability to travel on behalf of the Institute, within the US and internationally, sometimes 
with limited advance notice.  

 Exceptional contract negotiation skills with a clear understanding of the economics of hotel 
and food/beverage negotiations and meeting planning finances.   

 Solid computer skills; proficiency in meeting planning software.  

 Knowledge and understanding of budget formulation and planning. 

 Prior knowledge and experience in managing vendor exhibitions and sponsorships held in 
conjunction with conferences.  

 
EDUCATION & EXPERIENCE 

 Bachelor’s degree and 10+ years of progressively responsible management and meeting and 
program planning experience or an equivalent combination of related education and 
experience. 

 Minimum 3 years’ experience in management of meeting planners/conference staff, for a 
large trade, professional association or similar corporate entity. 

 Experience with contract negotiations is essential.    

 Experience to include management of total annual budget of revenues and expenses in 
excess of at least two million, conference attendance in excess of 1500 people, and 
experience in marketing and managing vendor exhibitions held in conjunction with 
conferences.  

 Certified Meeting Professional (CMP) designation preferred. 
 
The above statements are intended to describe the general nature and level of work being performed by 
the individual(s) assigned to this position.  They are not intended to be an exhaustive list of all duties, 
responsibilities, and skills required.  Management reserves the right to modify, add, or remove duties and 
to assign other duties as necessary. 

 
 


