NACA Regional Conference Program Committee Selection Process/Timeline
We strongly encourage the regional volunteers to complete these tasks earlier than the appointed deadline.  
First Deadline – Fall Conferences

June 1 - Applications due for the following positions:
Conference Program Chair


Volunteer Development Coordinator


Education & Professional Development Coordinator


Business Networks Coordinator


Conference Logistics Coordinator

Student Projects Coordinator


Diversity Initiatives


Conference Treasurer


Communications Coordinator


Showcase Selection Coordinator


Block Booking Coordinator


Showcase Production Coordinator


CAMP Coordinator

2011 Regional Conference Program Chair, Education and Professional Development Coordinator, Conference Logistics Coordinator, Business Networks Coordinator, Student Projects Coordinator, Associate Member Projects Coordinator and Volunteer Development Coordinator interview and select the 2012 Conference Program Chair and Volunteer Development Coordinator and select by June 15.
2012 Regional Conference Program Chair and Volunteer Development Coordinator interview and select the Education and Professional Development Coordinator, Conference Logistics Coordinator, Student Projects Coordinator and Business Networks Coordinator by July 15.  
2012 RCPC and team leaders interview and select candidates for their respective teams by August 15.  The positions required to be selected by the deadline include:

Diversity Initiatives


Conference Treasurer


Communications Coordinator


Showcase Selection Coordinator


Block Booking Coordinator


Showcase Production Coordinator


CAMP Coordinator

Appointments are forwarded for approval no later than one week following decisions to the National Volunteer Development Coordinator with the NACA Office and Vice Chair for Programs copied. The NVDC will forward the appointments to the Chair of the Board for approval.
**All candidates for the first application deadline notified via phone of their status no later than August 30**

Appointment letters/Volunteer Agreements sent no later than September 15 from the Regional Volunteer Development Coordinator with the following people copied:

1. RCPC Chair

2. NACA Office: Gordon Schell, gordons@naca.org
3. National Volunteer Development Coordinator: Hank Parkinson, hparkinson@fsc.edu 
Second Deadline – Fall Conferences

1 week after the 2011 conference applications are due for the following positions:


Professional Development Programs


Volunteer Center Coordinator


Graphics Competition Coordinator


Foundation Fundraising Coordinator

School Swap Coordinator


Registration Coordinator


Special Events Coordinator

Graduate Intern Coordinator


Awards Selection Coordinator


Assistant Showcase Production Coordinator


Social Media Coordinator (South & Northeast only)
2012 RCPC and team leaders interview and select candidates for their respective teams two weeks following the application deadline.  

Appointments are forwarded for approval no later than one week following decisions to the National Volunteer Development Coordinator with the NACA Office and Vice Chair for Programs copied. The NVDC will forward the appointments to the Chair of the Board for approval.
**All candidates for the second deadline notified via phone of their status no later than December 20**
Appointment letters/Volunteer Agreements sent no later than January 15 from the Regional Volunteer Development Coordinator with the following people copied:
1. RCPC Chair

2. NACA Office: Gordon Schell, gordons@naca.org
3. National Volunteer Development Coordinator: Hank Parkinson, hparkinson@fsc.edu 
For Internal Use Only: Letters sent to campus supervisors of appointed candidates in January following the conference from the National Volunteer Development Coordinator.

First Deadline – Northern Plans
December 1 - Applications due for the following positions:
Conference Program Chair


Volunteer Development Coordinator


Education & Professional Development Coordinator


Business Networks Coordinator


Conference Logistics Coordinator

Student Projects Coordinator


Diversity Initiatives


Conference Treasurer


Communications Coordinator


Showcase Selection Coordinator


Block Booking Coordinator


Showcase Production Coordinator


CAMP Coordinator

2012 Regional Conference Program Chair, Education and Professional Development Coordinator, Conference Logistics Coordinator, Business Networks Coordinator, Student Projects Coordinator, Associate Member Projects Coordinator and Volunteer Development Coordinator interview and select the 2012 Conference Program Chair and Volunteer Development Coordinator and select by December 15.
2013 Regional Conference Program Chair and Volunteer Development Coordinator interview and select the Education and Professional Development Coordinator, Conference Logistics Coordinator, Student Projects Coordinator and Business Networks Coordinator by January 15.  
2013 RCPC and team leaders interview and select candidates for their respective teams by February 15.  The positions required to be selected by the deadline include:


Diversity Initiatives


Conference Treasurer


Communications Coordinator


Showcase Selection Coordinator


Block Booking Coordinator


Showcase Production Coordinator


CAMP Coordinator

Appointments are forwarded for approval no later than one week following decisions to the National Volunteer Development Coordinator with the NACA Office and Vice Chair for Programs copied. The NVDC will forward the appointments to the Chair of the Board for approval.
**All candidates for the first application deadline notified via phone of their status no later than February 28**

Appointment letters/Volunteer Agreements sent no later than March 15 from the Regional Volunteer Development Coordinator with the following people copied:

1. RCPC Chair

2. NACA Office: Gordon Schell, gordons@naca.org
3. National Volunteer Development Coordinator: Hank Parkinson, hparkinson@fsc.edu 
Second Deadline – Northern Plains

1 week after the 2012 conference applications are due for the following positions:


Professional Development Programs


Volunteer Center Coordinator


Graphics Competition Coordinator


Foundation Fundraising Coordinator

School Swap Coordinator


Registration Coordinator


Special Events Coordinator

Graduate Intern Coordinator


Awards Selection Coordinator


Assistant Showcase Production Coordinator
2013 RCPC and team leaders interview and select candidates for their respective teams two weeks following the application deadline.  

Appointments are forwarded for approval no later than one week following decisions to the National Volunteer Development Coordinators with the NACA Office and Vice Chair for Programs copied. The NVDC will forward the appointments to the Chair of the Board for approval.
**All candidates for the second application deadline notified via phone of their status no later than May 30**

Appointment letters/Volunteer Agreements sent no later than June 15 from the Regional Volunteer Development Coordinator with the following people copied:

1. RCPC Chair

2. NACA Office: Gordon Schell, gordons@naca.org
3. National Volunteer Development Coordinator: Hank Parkinson, hparkinson@fsc.edu 
For Internal Use Only: Letters sent to campus supervisors of appointed candidates in May following the conference from the National Volunteer Development Coordinator.

Regional Conference Program Planning Committee Interview Questions
1.    Introduce yourselves and role.
2.    Have the volunteer introduce themselves and tell why they are interested in the 
       position.

3.    Ask these questions:
a) How do you define the role of the Regional Conference Planning Committee?  What is its purpose?

b) How does the position for which you applied fit into your definition?
c) What goals do you have for this position?
d) What are some of the challenges you see us facing as a Region? As a larger Association?

e) How do we make the NACA experience unique and of quality for those who attend our regional conference?

f) How do you manage your job responsibilities and where will your NACA responsibilities fit into your schedule?
g) What qualities, strengths and experiences will you bring to the Regional Conference Program Planning Committee?

h) Do you have any questions for us?

i) You may add any specific questions for the position.

4. Thank them and let them know the timeline under which you are working.  They will be notified by Sept. 19.
5.  Follow up with an email thanking the candidate for their time and reiterate the timeline under which you are working.

Interviewing Tips
Provide the candidate with a brief introduction of yourself and a general overview of the opportunity for which he/she has applied.

Ask each candidate the same questions so you can best compare them.
Listen more and talk less.

Take notes.  You may go a week before you are able to discuss the candidates with each other so having notes on what was stated will be helpful.

Take your time.

Explain the rest of the selection process and timeline.

Sample Appointment Letter for Team Leaders
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Date
Name
Address

City, State, Zip
Dear Name:

Congratulations and welcome to the 2011 NACA® Mid America Regional Conference Program Committee.  You have been appointed to the position of the Conference Logistics Coordinator and will be joining a terrific group of students and staff in creating an exciting conference for all delegates.

As Conference Logistics Coordinator, you will serve as a team leader and will report to the Regional Conference Program Chairperson, Beth Hoag.  The first conference planning meeting will be held at our upcoming regional conference on Friday, October 24 at 1pm in Civic Center Room 201.  We are looking forward to bringing the entire committee together to meet each other, learn more about the Association and start planning the 2011 conference.
Attached is the NACA Volunteer Agreement for your review.  Copies will be distributed and discussed at our upcoming meeting and will be signed by you and your volunteer supervisor.  If you have any questions in the meantime, please refer them to your team leader.

Volunteers are the heartbeat of NACA and our programs and services are successful due to your efforts.  We look forward to your ideas, feedback and energy as we plan the 2011 NACA® Mid America Conference.

Please feel free to contact me or your team leader if you have any questions or concerns.  Enclosed is a contact sheet for the 2011 NACA® Mid America Regional Conference Program Committee.
Sincerely,

Michelle Whited
2011 NACA® Mid America Volunteer Development Coordinator

Sample Appointment Letter for Conference Committee Members Selected Deadline 1
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Date
Name

Address

City, State, Zip
Dear Name:

Congratulations and welcome to the 2011 NACA® Mid America Regional Conference Program Committee.  You have been appointed to the position of the Graduate Intern Coordinator and will be joining a terrific group of students and staff in creating an exciting conference for all delegates.

As Graduate Intern Coordinator, you will serve on the Educational & Professional Development team which is led by Chris Gill.  He will be in touch within the next few weeks to go over your position with you and answer any questions you may have.  

The first conference planning meeting will be held at our upcoming regional conference on Friday, October 24 at 1pm in Civic Center Room 201.  We are looking forward to bringing the entire committee together to meet each other, learn more about the Association and start planning the 2011 conference.

Attached is the NACA Volunteer Agreement for your review.  Copies will be distributed and discussed at our upcoming meeting and will be signed by you and your volunteer supervisor.  If you have any questions in the meantime, please refer them to your team leader.

Volunteers are the heartbeat of NACA and our programs and services are successful due to your efforts.  We look forward to your ideas, feedback and energy as we plan the 2011 NACA® Mid America Conference.

Please feel free to contact me or your team leader if you have any questions or concerns.  Enclosed is a contact sheet for the 2011 NACA® Mid America Regional Conference Program Committee.

Sincerely,

Michelle Whited
2011 NACA® Mid America Volunteer Development Coordinator

Sample Appointment Letter for Conference Committee Members Selected Deadline 2
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Date
Name

Address

City, State, Zip
Dear Name:

Congratulations and welcome to the 2011 NACA® Mid America Regional Conference Program Committee.  You have been appointed to the position of the Graduate Intern Coordinator and will be joining a terrific group of students and staff in creating an exciting conference for all delegates.

As Graduate Intern Coordinator, you will serve on the Educational & Professional Development team which is led by Chris Gill.  He will be in touch within the next few weeks to go over your position with you and answer any questions you may have.  

The first full conference planning meeting will be held in Peoria, IL at the 2011 conference site.  We are looking forward to bringing the entire committee together to meet each other, learn more about the Association, learn more about the conference sight and surrounding community and start planning the 2011 conference.

Attached is the NACA Volunteer Agreement for your review.  Copies will be distributed and discussed at our upcoming meeting and will be signed by you and your volunteer supervisor.  If you have any questions in the meantime, please refer them to your team leader.

Volunteers are the heartbeat of NACA and our programs and services are successful due to your efforts.  We look forward to your ideas, feedback and energy as we plan the 2011 NACA® Mid America Conference.

Please feel free to contact me or your team leader if you have any questions or concerns.  Enclosed is a contact sheet for the 2011 NACA® Mid America Regional Conference Program Committee.

Sincerely,

Michelle Whited
2011 NACA® Mid America Volunteer Development Coordinator
