
 
OETC23 On-site Volunteer Shift Descriptions  
 
Responsibilities of all Volunteers: 

1. Arrive 10 minutes prior to your shift to meet room monitors and distribute report 
sheets  

2. Smile! Greet conference attendees warmly  
3. Check in with the Volunteer Coordinator in the Volunteer Room before and after each 

shift to receive credit for volunteer hours  
 
 
Greeter/Information Desk  
Responsibilities:  

1. Determine whether the attendee has used the self-serve computer stations to print 
their badges (see registration description for more details)  

2. Direct attendees to computers, tote bag materials or appropriate staff  
3. Provide information to conference attendees  
4. Maintain radio (walkie-talkie) contact with OETC staff  
5. Contact staff immediately with any issues or concerns reported by attendees, 

presenters and other volunteers  
6. Distribute and collect monitoring reports used by Session Monitors  

 
Details:  

1. Provide information about computer stations, tote bag items, room locations, 
meeting times, and food service options.  

a. Use program guide, facility map and food service data provided  
b. Use the OETC app to note changes as they occur  

2. Maintain radio contact with OETC staff as needed  
a. Be aware of main contacts (list provided) for the various conference functions  
b. Listen for messages to you about program changes and issue resolution 

3. Monitoring reports  
a. Forms will be provided for session monitors to use. Distribute them to 

monitors. You may need to assign certain monitors to particular rooms  
b. A list of monitors scheduled during your shift will be made available  
c. Collect monitoring forms and turn them into Volunteer Coordinator  
d. Leave station ready for next shift  
e. Place instruction and information sheets in the page protector(s) on the table  
f. Check that Monitoring Forms for next shift are at the station (if not, contact 

Volunteer Coordinator)  
g. Hand radio to the next worker. Please do not leave radios sitting out 

unattended  
 



 
Session Monitors  
Responsibilities:  

1. Complete the next four tasks before the session begins:  
a. Ensure that the speakers are present and that your set of room assignments 

are correct on signage  
b. Determine whether each speaker has everything needed for their presentation  
c. Have speaker test audio-visual equipment before start of presentation  
d. Report any problems to the information desk-they will contact staff via radio 

as needed  
2. Check that everyone entering the rooms has a badge  
3. Count the number of attendees at each presentation and note any issues or 

concerns (forms provided at the information table)  
4. Return forms to the information table  
5. Remain in the area during your shift so that you are prepared to repeat these tasks 

for the next session  
 
Registration  
Responsibilities:  

1. SMILE! Be outgoing and friendly. Greet conference attendees, presenters and 
exhibitors as they enter the convention area.  

2. ASK whether the person is an attendee, presenter or exhibitor so that you can direct 
them to the right place. Ask whether attendee preregistered or if they need to 
register and pay today  

a. Direct exhibitors to Exhibitor Registration  
b. Direct those who are not preregistered to the Customer Service Desk  
c. Walk preregistered attendees to the self- serve computer stations to print 

their badges  
3. Report issues/direct attendee to the Customer Service Desk  
4. Show them where to get tote bags (they will fill their own tote bags with the items 

they want)  
5. Repeat with each guest until the end of your shift  

 
Floater 
Responsibilities may include: 

1. Transport materials to appropriate locations as instructed by staff  
2. Assist in informing attendees of the new features of OETC23, such as the new 

playgrounds, sandbox, where the exhibit hall features are located, etc.  
3. Fill in for no show volunteer shifts as needed  
4. Other duties as assigned  



 
Set Up  
Responsibilities:  

1. Unpack boxes containing items such as (but not limited to) office supplies, computer 
terminals, video monitors, signage, lanyards, tote bags, and 
informational/promotional items  

2. Transport materials to appropriate locations as instructed by staff  
3. Place tote bag and name tag items in designated areas  
4. Assist with set up and placement of video monitors and other signage  
5. Test audio-visual equipment in workshop and session locations  
6. Make copies as needed  
7. Other duties as assigned  

 
Tear Down  
Responsibilities:  

1. Collect unused/left over items such as tote bags and promotional materials, pens 
and other incidentals and pack them in boxes/dispose of as instructed  

2. Disconnect audio-visual equipment, computer terminals, printers and other 
equipment and pack in containers as instructed  

3. Transport items to designated areas  
4. Remain on premises until dismissed. Please check out with the Volunteer 

Coordinator prior to departure  
 
 
Please remember that you will be billed for the entire conference if you do not complete 
your shifts and will not be considered for future volunteer opportunities with the 
conference.   
 


