LITERARY EVENTS 
ASSISTANT COORDINATOR 

SCOPE OF WORK 

Assist the Inlandia Program Coordinator in planning and implementing the Inlandia Institute’s Public Literary Events and Creative Literacy Programs in cooperation with the Program Committee.

Public Literary Events, Inlandia Literary Laureate Events and Creative Literacy events are three of the Institute’s Core Programs.  The Institute produces an average of two (2) Literary Programs per month.  Each event takes about four hours of staff time on event day.  Each event takes about 3 to 4 hours to plan and coordinate. 

· 
Work with all Inlandia staff, board members and advisor -- principally the 
Program Coordinator, Program Assistant and Graphic Intern 

· 
Act as Institute liaison to the presenter handling the following

· Completing presenters agreements, 

· Arranging payment of presenters fees, 

· Arranging hotel and ground transport if required, 

· Coordinating presenters venue obligations, 

· Assisting the presenter during the event 

· 
Coordinating all other needs of the presenter and venue staff pertaining to the 

event

· 
Help with audio visual equipment

· Help with appropriate refreshments

· Photograph event

· Coordinate program evaluations at each event and compiled a written report 

· Arrange for book sales of author works 

· Oversee and if necessary assistant with venue clean-up

· Makes recommendations for program development

