Conference Secretary Job Description

1. Make recommendations to the Exceutive Committee on policy and operational matters to do with the annual conference.

2. Solicit offers for hosting the annual conference in a transparent and timely manner.

3. Negotiate conferences in a rolling schedule of up to three years.

4. Carry out site visits as and when appropriate.

5. Answer general queries about the hosting of TaPRA conferences.

6. Answer general queries about the annual conference, typically by referring people to local hosts.

7. Act as a liaison between the local hosts and the Executive Committee in matters relating to the organisation and administration of the annual TaPRA conference

8. Act as a liaison between the local hosts and the Working Group Convenors in matters relating to the annual conference and the TaPRA Year Planner.

9. Act in advisory capacity to local hosts as appropriate, if and when required.

10. Maintain an archive of each conference organisation for use by subsequent local hosts.

11. Work in association with the Web Master to update and maintain public facing documents relating to the hosting of the annual TaPRA conference 

