Sister Cities International Volunteer Needs at The Marriott Marquis Houston 2019 Conference 
	
	
	
	
	

	 
	 
	 
	 
	 

	Monday, 7/15/19
	 
	 
	 
	 

	 Time 
	Location
	Activity
	Role
	# of Volunteers Needed

	5:30 - 7:00 pm
	Marriott Marquis Houston - Conference Room 1, Lobby Level
	Volunteer Orientation
	Workshop on what to expect as a volunteer. Brief SCI introduction. Receive name badge and t-shirt. 
	All should try to attend. 

	 
	 
	 
	 
	 

	Tuesday, 7/16/19
	 
	 
	 
	 

	 Time 
	Location
	Activity
	Role
	# of Volunteers Needed

	7:00 - 9:30 am 

	Café Lounge 

	Tote Bag Stuffing

	Stuff bags with sponsor materials

	8 Total Needed

1. xxx
2. xxx
3. xxx
4. xxx
5. xxx
6. xxx
7. xxx
8. xxx

	10:30 am - 4:00 pm

	Marriott Marquis Houston - Space Between Conference Room 2 & 3, Lobby Level
	Early On-site Registration

	Help with registration, distributing bags, tour signups, ushering people to correct location (door welcomers), folks stationed in the hotel lobby to direct guests to the back conference center/ registration table.  

	Shift 1:  10:30am- 1:30pm – 5 needed
1, xxx
2. xxx

3. xxx

4. xxx

5. xxx

Shift 2: 1:30pm to 4:00pm 6 needed
1. xxx

2. xxx

3. xxx

4. xxx

5. xxx

6. xxx


	Wednesday, 7/17/19
	 
	 
	 
	 

	 Time 
	Location
	Activity
	Role
	# of Volunteers Needed

	7:00 am - 6:00 pm

	Marriott Marquis Houston - Space Between Conference Room 2 & 3
	Registration
	Help with registration, distributing bags, tour signups, ushering people to correct location (door welcomers), folks stationed in the hotel lobby to direct guests to the back conference center/ registration table.  

	Shift 1: 7:00am to 10:00am – 5 needed
1xxx
2. xxx
3. xxx
4. xxx
5. xxx
Shift 2: 10:00am to 1:00pm – 6 needed
1. xxx
2. xxx
3. xxx
4. xxx
5. xxx
6. xxx
Shift 3: 1:00pm to 4pm - 7 needed
1. xxx
2. xxx
3. xxx
4. xxx
5. xxx
6. xxx
7. xxx

	
	Marriott Marquis Houston - Space Between Conference Room 2 & 3
	Registration and clean-up
	 Help with registration, distributing bags, tour signups, ushering people to correct location (door welcomers), folks stationed in the hotel lobby to direct guests to the back conference center/registration table.  Include 30 minutes for clean-up time.
	Shift 4: 4:00pm to 6:30pm 
1. xxx
2. xxx
3. xxx
4. xxx
5. xxx

	2:30pm- 5:00pm


	Venue TBD

	VIP Reception


	Help Staff set up for event (decorations and set up)


	Volunteers Needed:

1. xxx
2. xxx
3. xxx


	5:00 p.m.

	Marriott Marquis Houston - Main Entrance of the hotel

	VIP Reception 

	Assist with loading attendees on buses 

	3 Volunteers Needed:
1. xxx
2. xxx
3. xxx

	5:30 p.m.

	VIP Reception – Venue TBD
	VIP Reception

	Assist with greeting attendees and escorting them inside the building 
	3 Volunteers Needed:

1. xxx
2. xxx
3. xxx

	5:30 p.m. - 6:30 p.m.

	VIP Reception - 

	VIP Reception
 
	already at Building before attendees arrive and to be stationed there for at least the first hour of the reception

	3 Volunteers Needed:

1. xxx
2. xxx
3. xxx
VIP Reception Registration:

1. xxx
2. xxx
3. xxx

	 

	 
	 
	 
	 

	Thursday, 7/18/19
	 
	 
	 
	 

	 Time 
	Location
	Activity
	Role
	# of Volunteers Needed

	7:00 am - 6:00 pm

	Marriott Marquis Houston - Space Between Conference Room 2 & 3, Lobby Level
	Registration  

	Help with registration, distributing bags, tour signups, ushering people to correct location (door welcomers), folks stationed in the hotel lobby to direct guests to the back conference center/ registration table.  

	Shift 1: 7:00am to 10:00am
1. xxx
2. xxx
3. xxx
4. xxx
Global Marketplace Assistant 8:45am to 11:00am
1. xxx
Shift 2: 10:00am to 1:00pm

1. xxx
2. xxx
3. xxx
4. xxx
5. xxx
Shift 3: 1:00pm to 4:00pm
1. xxx
2. xxx
3. xxx
4. xxx
5. xxx
6. xxx

	
	Marriott Marquis Houston - Space Between Conference Room 2 & 3, Lobby Level

	Registration and clean-up

	Help with registration, distributing bags, tour signups, ushering people to correct location (door welcomers), folks stationed in the hotel lobby to direct guests to the back conference center/ registration table.  Include 30 minutes for clean-up time.
	Shift 4: 4:00pm to 6:30pm
1. ________________________
2. ________________________
3. ________________________
4. ________________________


	8:30 am - 10:30 am 

	FLAG Ceremony

	Opening Ceremony Ushers/Directors

	Provide walking directions and information regarding the opening ceremony, line streets with pathway

	2 Bus Greeters:

1. ______________________________
2. ______________________________

Flag Volunteer Registration:
1. xxx
Water Station Attendants:

1. xxx
2. xxx
Greeters/Parking Lot Attendants:
1. xxx
2. _____________________________
3. ____________________________
4. ____________________________
5. ____________________________
6. ____________________________
Flag Bearer Helpers (Helping Jana 7:30a-10:30a):
1. xxx
2. xxx
3. _______________________________

	1:00 pm - 4:00 pm 

	Marriott Marquis Houston Lobby Level 

	Breakout session runners and ushers

	Direct people to correct sessions, assist staff person assigned to each session

	3 Volunteers Needed:
1. _____________________________

2. _____________________________

3. _____________________________

	2:30pm-5:30pm

	Venue TBD

	Mayor's Welcome Reception

	Help set up and decorate the hangar space at the Stanley.

	4 Volunteers Needed:

1. xxx
2. xxx
3. xxx
4. xxx
5. xxx
6. xxx
7. xxx


	5:00 p.m.

	Marriott Marquis Houston - Main Entrance of the hotel
	Mayor's Welcome Reception

	Registration Volunteers and volunteers to assist with escorting attendees to venue 
	3 Bus Volunteers Needed:

1. _____________________________

2. _____________________________

3. _____________________________

3 Registration Volunteers (at Stanley Marketplace)
1. xxx
2. xxx
3. xxx
4. xxx
5. xxx

	5:30 p.m.

	Venue TBD

	Mayor's Welcome Reception


	Assist with escorting attendees

	3 Volunteers Needed:

1. xxx
2. xxx
3. xxx
4. xxx
 

	5:30 p.m. - 6:30 p.m.

	Venue - TBD

	Mayor's Welcome Reception

	To be already stationed at certain points in (Venue – TBD) to greet guests and help with clean up. 

(if needed)

	Performance Coordinator

1. xxx
2. xxx
3. xxx
General Volunteers:
1. xxx
2. xxx
3. xxx
4. xxx


	Friday, 7/19/19
	 
	 
	          
	 

	 Time 
	Location
	Activity
	Role
	# of Volunteers Needed


Help with registration, distributing bags, tour signups, ushering people to correct location (door welcomers), folks stationed in the hotel lobby to direct guests to the back conference center/ registration table.  

	  Shift 3 will include clean up.

	Shift 1: 7:00am- 10:00am

1. xxx
2. xxx
3. xxx
4. xxx
5. xxx
Shift 2: 10:00am-1:00pm
1. xxx
2. xxx
3. xxx
4. xxx
5. xxx
6. xxx
7. xxx
Shift 3: 1:00pm- 4:00pm

1. xxx
2. xxx
3. xxx
4. xxx
5. xxx


	8:00 am - 5:30 pm 

	Marriott Marquis Houston, Lobby Level

	Breakout session/keynote runners and ushers

	Direct people to correct sessions, assist staff person assigned to each session

	Shift 1: 8:00am-11:30am
1. xxx
2. xxx
Shift 2: 11:30am-2:30pm

1. xxx
2. xxx
3. xxx
Shift 3: 2:30pm-5:30pm

1. xxx
2. xxx
3. xxx

	5:00 pm- 7:30 pm 

	Marriott Marquis Houston - Lobby Level

	Awards Dinner Prep

	Set up, usher delegates from cocktail reception to ballroom, help set up awards on stage

	4 Volunteers Needed:

1. xxx  
2. xxx 
3. xxx
4. xxx


