	Project Coordinators and Specialists (various projects)

	Native American Management Services, Inc. is seeking Project Coordinators and Specialists to support various projects in the areas of programs and events.    Candidates will work closely under the supervision and direction of the Program Manager in performing functions as assigned.  The Coordinator receives specifications for client needs and implements plans within provided schedules and budgets.  Communicates with clients on status of program/event and resolves questions.   Reporting to a Program Manager, the Coordinator must be able to assess project needs, work independently, and have the knowledge to coordinate all aspects of planning and execution including work plans and oversight of quality control on products. The primary responsibilities of the Coordinator are to:
1. Deliver high quality program and/or event results that provide value to the client,

2. Ensure high levels of client satisfaction,

3. Execute assigned tasks within budget, and

4. Perform administrative tasks related to the development and execution of the program.

Types of activities for this position include: assessing event scope and requirements; coordinating all related logistics, including registration and attendee tracking, presentation materials and equipment support; procuring key note speakers and other invited special guests; performing  pre- and post- evaluations; selecting sites including performing a site visit; procuring and coordinating vendor services such as catering; and providing on-site support. May research event locations to determine options available and present to client a summary of findings and recommendations.  

Minimum qualifications include the following:

· Bachelors Degree required (liberal arts, marketing) or 2 years meeting planning experience

· MUST have strong verbal and written communication skills

· Strong organizational skills and attention to detail

· Efficiency in a fast-paced environment and ability to adapt to continuous change

· Able to work well with all levels of management, staff, outside clients and vendors

· Proficient + in Microsoft Office Suite, including Access or CVent
Email cover letter and resume to NAMS at:
bridgett@namsinc.org 
fax to (571) 323-2101
EOE


