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	Vietnamese American Youth Alliance (VAYA)

Liên Hội Tuổi Trẻ Việt Nam San Diego

P.O. Box 5757,  San Diego, CA  92165          http://www.vayasd.org    
For Questions Regarding APIAYC Contact: 

Nikki Lam at (858) 717-9902  or  Calix Vu-Bui at calix.vubui@vayasd.org



Asian/Pacific Islander-American Youth Conference (APIAYC)

 “Conference Coordinator” Application for 2010

The Asian/Pacific Islander-American Youth Conference (APIAYC) put on by VAYA aims to unify and empower Asian/Pacific Islander-American (APIA) youth in San Diego County to be leaders in the community by learning and educating others on the diverse APIA experience such as history, culture, identity, and current events. The conference will engage youth with culturally meaningful workshops and activities facilitated by community leaders. The goals of the conference are to engage youth in community building workshops and activities, foster a sense of pride in topics outside the realm of academics, and inspire the next generation of our community’s leaders.  We hope you join us in shaping a fun and meaningful event for our Youth!
Conference Coordinator General Responsibilities:

(a) Commitment to APIAYC collective conference theme, vision and purpose.

(b) Consistent and punctual APIAYC meeting attendance and participation.

(c) Abide by VAYA and APIAYC policies and procedures.
(d) Maintain good communication with APIAYC Co-Chairs and other Conference Coordinators.

Position Descriptions

EXTERNAL OPERATIONS Coordinator

Responsible for overseeing the external logistic team, which is comprised of Outreach, Registration, Transportation, Marketing and Public Relations Coordinators. The EOC will provide support to these coordinators to collaborate over conference logistics. This involves managing paperwork/ liability forms for transportation and registration, etc, and ensuring that Marketing and Public Relations teams are provided with accurate information for the conference.  

OUTREACH Coordinator

Responsible for recruiting conference participants that fall under the conference’s target population. While the conference is not exclusive to Asian/Pacific Islander-American youth, the majority of the outreach should be geared towards them. This will require research of and building linkages to relevant groups and organizations involved with APIA youth. This position may involve a lot of traveling, as s/he may need to organize an outreach team to visit local high schools and universities. 

REGISTRATION Coordinator

Responsible for developing/managing a registration system online/by paper. This includes organizing an attendance roster, sending e-mail reminders for paperwork related to registration, creating welcome packets and facilitating the check-in process on the day of the conference. 
TRANSPORTATION Coordinator

Responsible for researching and booking van/bus affordable bus/van rentals prior to conference date. Works with Registration Coordinator to properly schedule pick-up and drop-off location logistics for students from local San Diego high schools who don’t have transportation. 

MARKETING Coordinator

Responsible for promoting awareness about APIAYC’s mission and its programs; coordinating marketing and publicity efforts for the conference; assembling a committee to assist in publicity operations (dissemination of publicity materials, assisting in the design and creative process of developing publicity materials, assisting in hanging posters).

PUBLIC RELATIONS Coordinator

Responsible for building relationships between VAYA and the community in an effort to increase awareness of APIAYC’s mission and to increase patronage; serving as the main contact to other community organizations and elected officials; be responsible for organizing all press releases.

INTERNAL Operations Coordinator

Responsible for overseeing the conference operations committee. Coordinate tasks between Setup and Venue team to ensure smooth event transition.  This position takes care of all operational related expenses and makes sure APIAYC is equipped with proper insurance and liability paperwork for the venue. 

SETUP/BREAK-DOWN Coordinator

Responsible for preparing the venue for the conference. This involves managing the setup/decoration of the location before the conference begins and clean-up/break-down of equipment and setting after the conference has ended. This position additionally includes any setup and break-down throughout the day of the event.

FOOD/VENUE Coordinator

Responsible for floor layout and preparation of the various stages at the conference setting location; registration, welcome assembly, lunch, stage, sound etc. This person is also responsible for getting food for breakfast, lunch, and dinner, and volunteer crew working that day.
FINANCE Coordinator

Responsible for establishing funding through sponsorships/grants for VAYA’s AYC 2010. This position involves defining the levels of sponsorship associated with the amount of donations; developing, approaching, and obtaining new sponsors, as well as sustaining support from existing sponsors; preparing financial reports and balancing committee budgets. Must be able to research and drafting grant proposals applicable to the APIAYC. Experience writing grant proposals is preferred but not necessary. 
ENTERTAINMENT Coordinator

Responsible for planning, recruiting and booking all entertainment (professional singers, as well as student performers); works closely with Entertainment and Keynote Speaker Coordinators to plan and execute the programming of the conference.    
WORKSHOPS Coordinator

Responsible for planning, coordinating, and implementing all the stages of the workshops for the conference.  This includes but not limited to recruiting and coordinating with workshop presenters, preparing and assisting with the logistics for the workshop.  Works closely with Entertainment and Keynote Speaker Coordinators to plan and execute the programming of the conference.    
KEYNOTE SPEAKER Coordinator

Responsible for coordination and arrangements for a keynote speaker for the conference.  Works closely with Entertainment and Workshop Coordinators to plan and execute the programming of the conference.    

RESOURCE FAIR Coordinator

Responsible for all aspects of planning, coordinating and organizing a resource fair for attendees.  Networking and recruiting community organizations to participate in providing resources for the event.  Organize all logistics related to the resource fair.  
If you are confirmed as a Conference Coordinator, please reserve the evening of August 20th for a mandatory APIAYC Orientation. This will be the official date of the APIAYC Team kick-off! Yay! ( 
Declaration of Candidacy

	Candidate Full Name: 

	Position Desired:

	Address:

	

	Phone :


	Email:


Why do you want to help plan the Asian Pacific Islander-American Youth Conference? 

What experiences with conferences have you had?

What strengths do you bring to the position?

I   ________________________________________   (print name)   hereby declare my candidacy for _____________________ Coordinator.  I have read and understand my responsibilities listed above and agree to accept VAYA’s bylaws, terms and conditions once selected to be a member of the APIAYC Conference Planning Team.

	Candidate’s Signature:                                                                                     Date:
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