
CMG Conference Delivery Coordinator 

Duties Including Related Position Duties 

 

This document shows in detail the various duties of the Conference 

Delivery Coordinator. It also provides descriptions of related positions 

managed by this role. The Conference Delivery Coordinator is responsible 

for assigning conference Session Chairs, Workshop chairs, and room 

Monitors.  The Conference Delivery Coordinator manages Session Control 

(part of the Program Committee Office) which provides a specific focal 

and check-in point for Session Chairs and Session Monitors. The 

Conference Delivery Coordinator also presents a volunteer session 

immediately prior to the start of the weekday conference, in which all 

Chairs and Monitors are required to attend to learn current procedures 

and policies pertinent to their volunteer positions. The Conference 

Delivery Coordinator also makes assignments to staff Session Control, 

focusing on Program Committee members.  Lastly, the Conference Delivery 

Coordinator performs other duties as may be assigned from time-to-time by 

the Conference Delivery Chair. 

 

Time commitments 

 Prior to Conference: 10 hours 

 At Conference:  20+ hours 

 

Session Chair and Workshop Chair assignment 

 

Session Chairs fall into two categories: Workshop Chairs and Conference 

Session Chairs. Generic assignment methods for both are discussed first, 

with specific details for each explained later.  

 

Starting after the Preliminary Agenda is available, HQ can send out a 

mass e-mail to all volunteers who stated they were interested in being 

Session Chairs. This request asks the volunteers to reference the 

Preliminary Agenda, which is available online. Each volunteer can access 

the CMG web page that shows available sessions to chair.  That volunteer 

can choose one session they are interested in chairing. A volunteer may 

chair multiple sessions but must enter each selection one at a time so 

that the CMG database can be updated correctly.  

 

It is recommended that the Conference Delivery Coordinator track the 

requests via a spreadsheet that the HQ staff can prepare periodically so 

that a speaker, Session Chair, or Session Monitor does not commit to 

multiple tasks during any given timeframe.  

 

HQ sends a personalized message to all assigned Session Chairs with 

specific session information. This e-mail acts as a confirmation to the 

Chairs. If deemed advisable by the Conference Delivery Coordinator, a 

mass e-mail can be sent to all registered attendees requesting 

consideration of volunteering for any available Session Chair or 

Monitors, per the web site 4-6 weeks prior to the Conference start date. 

 

Workshop Chairs are assigned based on their interest as well as their 

confirmed registration as a Workshop attendee. Usually, previous 

volunteers are assigned first, if possible, as Workshop Chairs do not 

have the benefit of an on-site meeting to bring them up to speed on their 



duties. In this case, experience generally is a benefit due to combining 

monitoring and chairing duties.  However, experience is not necessary. 



 

Session Chair duties 

 

Session Chairs attend an explanatory session, which is required so that 

all chairs receive current procedural details, just prior to the 

Conference start. Session Chairs are responsible for maintaining control 

of a session, including following policies and timelines. They introduce 

the speaker, estimate the number of attendees at the session, present the 

recognition award to the speaker at the end of the presentation, and get 

the speaker’s signature for the award. Attendance at the Conference is 

required.  

 

Workshop Chair duties 

 

Workshop Chairs receive a pre-Conference explanatory e-mail message, 

providing them with current procedural details. Workshop Chairs are 

responsible for maintaining control of a session, including following 

policies and timelines. They introduce the speaker, take count of the 

number of attendees at the session, and wear a radio headset to maintain 

contact with Session Control to address room temperature or seating, 

author or audience issues, etc. Attendance at the Conference is required, 

as is registration for Workshop sessions.  

 

Monitor assignment 

 

Monitors are needed at weekday sessions only, as Workshop Chairs perform 

modified monitoring duties such that only one person is needed then. 

During the week, functions require separate personnel for chairing and 

monitoring tasks.  

 

Monitoring assignments are made starting approximately 4-6 weeks prior to 

the Conference start date. After the Preliminary Agenda is available on-

line, HQ sends out an e-mail to all volunteers who stated they were 

interested in being Monitors. This request asks each to access the CMG 

web page that shows available sessions to monitor. That volunteer can 

choose one set of morning or afternoon sessions they are interested in 

monitoring. A volunteer may wish to monitor multiple sets of sessions but 

must enter each selection one at a time so that the CMG database can be 

updated correctly.  

 

Prior to the Conference start date, HQ sends a personalized message to 

all assigned Monitors with specific session information. This e-mail acts 

as a confirmation to the Monitors. If deemed advisable by the Conference 

Delivery Coordinator, a mass e-mail in this timeframe can be sent to all 

registered attendees requesting consideration of volunteering for any 

available Chair or Monitor sessions, per the web site.  

 

Monitor duties 

 

Monitors attend a pre-Conference explanatory session which is required so 

that they receive current procedural details. Monitors are responsible 

for maintaining contact with Session Control during a session (via a 

radio headset), responding to issues of room temperature and seating, 

handing out and collecting session evaluation forms, and checking 



attendee badges at the door of the session. Monitors sign up for a set of 

sessions in a specific room for an entire morning or afternoon. 

Attendance at the Conference is required.  

 



 

Session Control assignment. Personnel on the Program Committee 

traditionally work Session Control as part of their duties. If needed, 

other members of the Conference Committee are asked to fill openings, and 

CMG Board members are asked if openings still remain. It is recommended 

that two persons work each morning and afternoon shift ‘behind the desk’ 

at Session Control, with the thought that the Conference Delivery 

Coordinator can be free to handle issues that require immediate 

assistance outside the Session Control area. Generally, few problems 

require the Conference Delivery Coordinator to be away from the desk 

while Session Chairs and Monitors are being signed in or out, but it is 

not unusual to have one of the people staffing the booth be assigned any 

sessions that require a Monitor or Session Chair due to last-minute 

absences or unfilled openings.  

 

Requests for designated personnel to select several preferred timeframes 

go out from the Conference Delivery Coordinator 4-6 weeks prior to the 

Conference start date, with confirmation of selected timeslots and 

specific task details being provided to personnel 2-4 weeks prior to the 

Conference start date.  

 

Session Control duties. At the Conference, previously-made Session Chair 

and Monitor assignments are available for use in the on-site Session 

Chair and Monitor assignment books used at Session Control. These books 

(one for Session Chairs and one for Monitors) show each day’s 

assignments, with a signature line by each name for use in tracking the 

return of any equipment or paperwork after assignment completion. These 

books are supplemented at the end of each session with paperwork from 

each Session Chair providing headcount and signature of authors receiving 

an award. HQ then takes this book back to the main office for use after 

the Conference.  

 

Basic tasks of Session Control are to pass out radio headsets and Session 

Evaluation forms to monitors; pass out speaker awards and standard 

introduction paperwork to Session Chairs; collect completed Session 

Evaluation forms, session counts, and signed author receipts after the 

session; collect radio headsets from Monitors at the end of their 

timeslots; answer questions from attendees; thank Monitors and Session 

Chairs and give them designated gifts; and ask attendees to consider 

filling any openings for Session Chair or Monitor positions.  

 

Session Control opens about 45 minutes prior to the first session of the 

morning or afternoon. Monitors should start checking in so that they can 

check out the rooms and be ready to check badges about 30 minutes before 

a session starts. Session Chairs should check in at least 20 minutes 

prior to a session. Once all Session Chairs and Monitors are signed in 

for a timeslot, Session Control may close so that folks behind the desk 

can attend sessions. The goal is that people come to see sessions and 

therefore Session Control should permit it’s workers to do just that, 

maintaining contact via radio headsets. Near the end of a session 

timeslot, one or both Session Control worker(s) should re-open Session 

Control.  

 



It is recommended displaying a copy of the spreadsheet (taped to the 

Session Control desk) so it is visible to any passersby, to be used in 

showing Session Chair (or Monitor) open slots for the rest of the 

Conference. Attendees also seem to find it useful not only for signing up 

for open positions but also for verifying speakers, topics, and room 

location info. When someone wishes to sign up for an open position, 

Session Control volunteers place the name in the appropriate slot in the 

assignment books.  

 

Session Control traditionally is part of the Program Office area on-site. 

The area should be lockable and secure due to gifts and equipment there. 

Ideally, a stationary desk-like area with a roll-top ‘window’, which can 

be closed and locked, is recommended for Session Control. It should be in 

an area that is readily accessible to attendees and the session rooms, 

making it easier for people to sign in and out and also check open 

Session Chair and Monitor positions.  

 

Lastly, the Conference Delivery Coordinator speaks at the Volunteer 

Session just prior to the start of the main portion of the Conference. 

Here, policies and procedures for the Session Chairs and Monitors are 

reviewed and hard copies are available. After questions are answered, an 

opportunity is offered to sign up for remaining open Session Chair and 

Monitor positions. This is a great time to fill up many of the open 

slots.  


