IABC Colorado Volunteer Opportunities
Volunteer with IABC Colorado and gain new skills, meet new people, and explore new options that will help you develop as a communications professional. Contact Becki Swinehart for more information: bswinehart@juno.com or 303-831-2758.
Professional Development

Programming Committee (3-4 people) Reports to the Vice President of Professional Development. Advises and assists VP with developing program topics, finding speakers, scheduling programs and making arrangements for monthly meeting programs and occasional seminars. Time: 2-3 hours for initial planning meeting, 2-4 hours for follow-up meetings as needed, also see event-specific duties below Requirements/Background:  Interest in programming and professional development.  Benefits:  Excellent opportunity to develop programming and event-planning skills and network with guest speakers and chapter members.

Speaker Liaison (1 or 2 people per event) Reports to VP of Professional Development. Works with event speaker(s) to get presentation information and biographical information and works with Publicity/Marketing writer to develop promotional information about event. Ensures speaker(s) presentation logistics (AV needs, handouts, etc.) are understood and accommodated. Time: 2-3 hours per program Requirements/background: Interest in programming and professional development. Benefits: Excellent opportunity to develop programming and event-planning skills and network with guest speakers.

Venue Coordinator (1 person per event) Reports to VP of Professional Development. Works with event venue to gather information on and select food options for event, communicates event set-up and other requirements to venue contact, and confirms event venue logistics. Time: 2-3 hours per event Requirements/background: Some experience in event planning preferred but not required. Benefits: Opportunity to develop event planning and management skills and network with venue contacts.
On-site Coordinator (2 people per event) Reports to VP of Professional Development. Greets guests and members, helps with registration for monthly chapter meetings, seminars, special events (Bronze Quill). Time:  2 hours per event Requirements/Background:  Organized and outgoing personality. Benefit:  An opportunity to get to know members and their areas of expertise, develop event planning knowledge and experience.  
Meeting Registration Contact (1 person per event) Reports to Treasurer and works closely with VP of Professional Development. Gathers information from event registrants for professional development programs, works with on-site coordinators to ensure they have the names and payment status of registrants. Time:  2 hours per event Requirements/Background:  Organized and outgoing personality. Benefit:  An opportunity to get to know members and their areas of expertise, experience in providing a professional development opportunity.  
Bronze Quill Committee (10-12 people) Reports to Director of Bronze Quill. Plans and executes annual awards program, including finding and working with designer to develop  collateral materials (call for entries, reminder card, invitation and program); mailing and distributing collateral; securing corporate sponsorships; securing outside IABC chapters to judge the Bronze Quill entries; coordinating sending materials to other IABC chapters and receiving scoring from them; developing awards event’s program and coordinating all event publicity; arranging for facilities and banquet catering for the awards program. Time: 4 hours per month more during January through May Requirements/Background:  Interest or experience in event planning, script writing, judging coordination, multimedia production, graphic arts, copy writing or fund-raising Benefits:  A great opportunity to showcase or enhance event-planning skills focused toward the greater Denver advertising and communications community.

Bronze Quill Judges (10-20 people) Reports to Director of Bronze Quill or Judging Coordinator.  Critique/judge entries of other IABC chapters. Time:  2-4 hours per judging session. Volunteers may judge one or more times during the year based on personal preference. Requirements/Background:  Previous experience preparing or judging IABC contest entries or a desire to learn.  Benefits:  Opportunity to gain ideas from other IABC chapters for successful communications programs. Insight into better preparation of awards entries.

Communications

Publicity/Marketing Writer: Reports to Vice President of Communications and works closely with VP of Professional Development to gather program information. Writes promotions for chapter’s monthly programs or other member activities to drive attendance. Time: 2-3 hours per assignment Requirements/Background:  Writing availability, access to desktop publishing Benefits: Publicity experience and samples. 

Web Site Coordinator (1 or 2 people) Reports to Vice President of Communications. Maintains and enhances the iabc-colorado.com site. Develops and maintains strategic plan for the site, writes copy, posts copy and files, assists other volunteers and board members in developing strategies for using the Web site to promote chapter activities, works with hosting company and technical contractor. Time: 4-6 hours per month. Requirements/Background:  Ability to access Internet, familiarity with or interest in and desire to learn about Web communications. Benefits:  Opportunity to learn and gain experience in Web communications.

Membership Services

Member Recruiting Committee (2-3 people) Reports to Vice President of Membership. Helps process new-member requests for information and makes follow-up calls, assists with annual membership drive, greets guests at monthly meetings and distributes membership information at registration table, supplies names of prospects for addition to prospect database, maintained by VP of Membership. Time: 2-3 hours per month, more during membership drive. Requirements/Background:  Interest in sharing membership benefit information with prospects.  Benefit:  Opportunity to develop member-recruiting skills and help chapter grow.

Volunteer Coordinator (1 person) Reports to Vice President of Membership. Coordinates needs for volunteers to serve on committees and assists board members with special projects.  Develops pool of volunteers from membership.  Identifies composite list of chapter’s volunteer staffing needs. Implements volunteer recognition program, in addition to and in conjunction with Bronze Quill awards. Time: 1-3 hours per month. Requirements/Background:  Interest or experience in volunteer programs. Benefit:  Experience in volunteer development and coordination.

