PPC member - wish list of characteristics and abilities
· Prior to Forum
· [bookmark: _GoBack]Ability to work as part of a team while not actually being in the same location or time zone, and maintain regular, effective communication with the PPC in English.
· Participate in (Skype) meetings at least every 2 weeks from February and onwards and respond to emails with a willingness to, at times, do this within unsociable hours to accommodate time zone differences.
· Have a realistic idea about how much time you have spare and at what times, so that tasks can be effectively and fairly delegated between members.  Please note that summer is also a busy time for the PPC.
· Willingness to take on administrative tasks, such as:
· Collating proposals/abstracts
· Selection procedure
· Liaison with venues/local hosts/board liaison/operations managers
· Planning out and timetabling sessions
· Sending out emails to delegates, managing calls for proposals etc.
· Collating presentations etc. and uploading to MINT website
· Planning what rooms and spaces are needed
· Timetabling
· Outlining processes and timeframes
· An ability to adjust your own language, and make allowances for, speakers of languages other than English when communicating with them verbally or by email.
· Good organisational and planning skills.  Prior experience preferred, but not required.
· A good knowledge of your relative strengths and weaknesses in the planning and organisation process.
· An ability to offer creative ideas to make the Forum an engaging and enjoyable experience.  This includes planning for the opening and closing sessions at the Forum.


· During Forum
· Plan to stay the entire length of the Forum to start working latest by Wednesday morning.
· Establish and maintain good relationships with the local host committee and venue staff.  Be welcoming towards delegates with queries.
· Be prepared to be ‘constantly available’ for queries during break times
· Ability to remain calm when things get stressful
· Good time management!
· Comfort in not being able to answer everything that is asked of you at that moment, and ability to respond to delegates/staff appropriately in this respect. 
· Ability to exercise good communication.
· Ability to think on your feet and respond, without being a ‘maverick’.
· Maintain good, clear communication with the rest of the PPC team.
· ‘Herding skills’ to be used around break and lunchtimes.
· Time to meet before or after the close of play each day to debrief, delegate and plan tasks for the day ahead/next day.
· Ability to take on and be responsible for tasks during the course of the forum.  This might include things like:
· Administrative tasks
· Answering questions at the check-in desk
· Supporting other teams as needed
· Managing announcements and notice boards (also electronic versions)

· After Forum
· Time to look over evaluations, and a Skype call to debrief.
· Ability to use evaluations to begin thinking ahead to next year’s Forum.
· Willingness to step in to the position as Chair for the  2018 MINT Forum
