NAME:



Mary Capasso

TITLE:



Director of Business Development

QUALIFICATIONS:

1.  Excellent written and verbal communication skills

2.  Marketing

3.  Advertising 

4.  Association management skills

5.  Knowledge of educational organizations 

6.  College degree 

7.  Computer literate and knowledgeable of all Microsoft software             programs

REPORTS TO:


Executive Director

SUPERVISES:


Professional Development Secretary

PERFORMANCE RESPONSIBILITIES:

1. Organizing all Association conferences, seminars, workshops and events

2. Create budgets/timelines for events

3. Negotiate with hotels/venues on food and beverage, audio visual, services, etc.

4. Work with Director of Professional Development to locate/schedule speakers and build programs

5. Point of contact for speakers/sponsors

6. Recruit event sponsors

7. Design, write and proof all marketing and communication materials relative to meetings/events

8. Work with printer on all phases of production for event brochures, programs, etc.

9. Coordinate web postings for seminars/events and professional development channel on website

10. Work with Director of Communications on submissions for On Target relative to meetings and events

11. Create/coordinate mailings throughout the year

12. Reconcile post event billings 

13. Close the circle with appropriate thank you correspondence to speakers and sponsors

14. Liaison to several Association committees and other educational organizations

15. Outreach, review, and coordination of Musical group for Opening General Session at NJSBA Fall Workshop

16. Work with Prof. Dev. Director to solicit speaker/sponsor and organize Women’s Caucus events

17. Work with NJSBA to coordinate NJASA activities at Fall Workshop   

18. Work with NJSBA to coordinate programming at the Annual Spring Conference              

19. Association Liaison for NJAPIE

20. Create Annual Calendar of events (hard copy and web)

21. Create Waiver submissions for Techspo and Spring Conference

22. Work closely with Membership on renewals and solicitations

23. Meet with metal sponsor representatives at year end to review renewals

24. Perform other duties assigned by the Executive Director
