ALLISON BOUCHER’S JOB DESCRIPTION – DECEMBER 2011
	ORIGINAL ADMINISTRATIVE DUTIES:


	CURRENT DUTIES:

	· Organization of filing systems, updating information, benefits & claims

· Photocopying, faxing, e-mailing, internet research, ordering of office supplies, petty cash, Update government database information when required

· Receiving, logging and forwarding all mail and faxes accordingly

· Preparation and coordination of meeting material. 

· Updating website or key reports as required

· Screening of all incoming calls. 

· Support of E.D. and Board’s calendars, this may require rebooking of appointments and following up with key people to set up meetings, conferences speaking engagements

· Update Executive Director’s contact database when required

· Coordination of travel and agendas for Board of Directors when they are conducting FDFA Business in Ottawa or within Canada/U.S.. 

· Communicate appropriate information to respective Committee members

· Setting up Board of Directors and Committee meetings on as per needed basis

· Answering membership phone calls – both supplier and operator calls. Responding to new member inquiries and processing membership applications. Providing new member collateral and processes/information required. 

· Ordering of plastic bags,  with both the manufacturer. Identify pricing for plastic bags and garner approvals for pricing from Board. 

· Work with Convention Manager regarding Committee meetings, supplier meetings, and communications and actions required i.e. inform of membership status as required.  Attending Annual General Meeting to assist Convention Manager with logistics, binders, etc. 

· Communicating with Operator members, supplier members, industry stakeholders and government officials. 


	Office Management
· Record keeping/filing in office and archives (storage facility)
· Source competitive vendors i.e. phone, internet, professional graphics and printing

· Resolve IT issues - liaison with landlord to resolve issues as they arise

· Order supplies and facilitate all postage and couriering needs
· Source and facilitate awards for Gold Standards and Convention sponsorships – insuring all sponsor certificate and award plaques are printed correctly

· Facilitate travel arrangements for ED, FDFA BOD and Committees

· Preparation and coordination of all meeting material

· Manage all business insurances 
· File and monitor required documents from Industry Canada
Business Development Management 

· Source proposals for both plastic and eco-bag programs – analyze proposals, create and forward report with recommendations to BOD
· Identify plastic and eco-bag pricing and garner approval from the Executive Director
· Facilitate bag orders –   with stores and manufacturer

· Monitor production, ordering and shipping of bags
· Survey Members via phone for comments and determine their needs and wants – create and send order forms – assemble consolidated order

Stakeholder/Membership relations

· Assist members with enquiries and requests, i.e. locating and forwarding information 

· Manage and update membership listings as necessary, i.e. notify TIAC, RCC and keep website listings current

· Send various communications as required, i.e. mailing communiqué, New Members Orientation Package 
· Respond to enquiries on the FDFA, promote and sell memberships – keep FDFA Connect (buyers guide) up-to-date



	Bookkeeping: 

· Accounts Payable and Accounts Receivable

· Preparation of monthly invoices and client follow-up on outstanding accounts

· Prepare cheques for payables with appropriate back up information

· Undertake banking responsibilities and inform bank of necessary information

· Prepare monthly financials report and statements for Board of Directors. FDFA Board Treasurer review prior to Board meetings. 

· Prepare and review of Yearly budget

· Reconcile the GST installments

· Liaise with government departments as necessary

· Maintaining insurance, both professional and premises

· Prepare year end audit materials for auditor

· Prepare any QuickBooks reports as required

· Prepare convention, semi-annual breakdown in reports

· Prepare employee payrolls

· Monitor entertainment expenditures and inform Treasurer of any key/significant developments on all projects/expense accounts

· Proficiency in QuickBooks and MS office
	Financials

· Prepare all financial reports for BOD and Committees

· Update and track consolidated budget - create special event budgets, i.e. live BOD meeting, convention and Semi-Annual meetings

· Accounts payable and accounts receivable
· Reconcile CAD, USD, FDFA VISA and three credit card processing accounts
· Facilitate payroll 
· Prepare all required documents for annual audit 
· Ensure the FDFA is compliant on all mandatory government remittances, i.e. GST/HST and payroll deduction remittances
· Account management – research/monitor investment options (GIC’s) and liaison between RBC bank manager and BOD
· Monitor expenditures and inform E.D and/or Treasurer of any key/significant developments on all projects/expense accounts



	
	Website Management
· Create and upload new documents for website 

· Design and create new pages as needed, including all Convention registration pages and post convention photo and award winners recognition pages
· Manage member’s log-in access 

· Update all store and committee contacts as required
· Insure all content, i.e. event pages, marketing graphics and promotions are current – update as required
· Insure all links are current i.e. - CBSA links
· Upload all BOD documents to a secure webpage for monthly meeting


	
	Convention and Meeting Management
Semi-Annual & Convention:
· Research/view potential locations via site visits and events such as MPI events – analyze options, create and forward report with recommendations to BOD and or Committees
· Monitor event contract commitments – i.e. deposits and deadlines for reducing space or room blocks

· Participate in committee meetings and detailed event planning. Prepare meeting notes and follow up on all actions.
· Develop and manage online registration software
· Communications to members – create, coordinate and collect all event notices, event registration forms, special instructions and facilitation of accommodations for all attending delegates and invited guests
· Communicate, facilitate all individual requirements for supplier set-ups in suites and/or  trade floor
· Respond to all enquiries on events by members and non-members

· Report to Committee and or BOD up-to-date status of registrations, sponsorship and budget
· Liaison with event property for accommodations, appropriate meeting space, food & beverages 

· Source proposals for freight forwarding providers, service providers,  convention directory providers, signage printing, electrical needs, photographers, videographers, audio visual and security – analyze options, create and forward reports with recommendations to Committee and/or BOD
· Assist convention directory provider acquire advertising and provide all up-to-date member’s content for directory’s publication 
· Manage event receivables, i.e. process credit cards - create and monitor registration lists
· Monitor and follow up with actual and potential delegates to ensure all requirements are met
· Prepare, print and facilitate transportation of Operators binders (with all documents) prior to every Semi-Annual Meeting and Convention
· Prepare and facilitate completion of all sponsor and event graphics for signage

· Create video sponsor recognition graphics for Welcome Reception and facilitate A/V needs for sponsor’s marketing initiative at Gala and awards presentation
· Create, print and assemble all documents for delegate’s registration envelopes

· Greet & register delegates. Address any issues or complaints that arise from delegates
· Supervise and direct Convention volunteers
· Onsite management of independent suppliers for all aspects of the Convention set-up , i.e. trade floor, electrical, audio visual, shipping, customs, photographer, videographer and security 
· Fundraising auctions – approach suppliers for donations, receive items, facilitate set-up, collect donated funds, process credit card payments and distribute items. Tally all proceeds and create reports for committee
· Monitor banquet and meeting space set-up daily  to ensure it meets the event’s needs
· Source all content and images for awards PowerPoint presentation, oversee graphics company on final product.

· Source and facilitate preparations of crystal awards for Gold Standards presentation at Gala
· Gala - manage Emcee and other special guest/presenters such as Child Find Canada representative



