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Competitive Events Coordinator
DUTIES:
To be done before State Conference

· Learn software

· Review Competitive events, WASP Guidelines and any changes to contests

· Coordinate with CTLP office and Judges’ Coordinator
· Computer Labs

· Site and Transportation

· Meeting Rooms

· Equipment
· Create Schedules

· Verify State contestants with Regional Results and Advisor Registration

· Use software program to schedule and coordinate competitive events
· Verify with Judges’ Coordinator how many judges are needed for each event and contests with no students registered.
· Assign Advisors to Proctor or Grade
· Meet with Judges Coordinator and State Advisor when needed
To be done Month before State Conference
· Verify Computer Labs, Meeting Rooms, Equipment
· Verify dates and times when judges are needed with Judges’ Coordinator
· Coordinate with CTLP Office to be sure there are enough Proctors and Administrators for judged contests
Prepare Event/Testing Materials for Distribution

· Work with CTLP Office in distribution/dissemination of events
· Check with Judges Coordinator to see if they need help distributing materials 
· Troubleshoot/Problem resolution
· Send reminder to Administrators/Proctors of assignments; have a confirmation that they understand their duties
· Have list of cell phone numbers/contact information (room #) available of Administrators for Headquarters
· Contest conflicts
· Mange all drops and changes
· Contact Judges coordinator with number of students in each event
· Help state staff with judges and proctor packets

During State Conference

· Arrive at same time as CTLP office staff
· Set-up/distribute materials from Central Headquarters

· Set-up and conduct registration

· Adds

· Drops

· Conflicts

· Make any updates/changes necessary to event schedule
· Post call-back events—(check for conflicts)

· Prepare award recipient list for Award Ceremony
· Depart at the end of the Advisor meeting on the last day

Post Conference Duties

· Submit the national qualifiers list to the CTLP Office
· Run final results report for local advisors and CTLP Office
















