B WWA Connecting and empowering the British Columbia
and Yukon water sector to advocate for and

BC WATER & WASTE ASSOCIATION safeguard public health and the environment.

Conference Planning Committee Roles & Responsibilities

This document outlines how the work of this committee supports the BC Water & Waste Association’s (BCWWA)
strategic and operational plan, the committee’s purpose, benefits of volunteering on the committee, and job
descriptions for each position on the committee including BCWWA staff.

The following positions are typically held on this committee. Click on any of them to be taken to the job description
for that specific position.

e Committee Chair e Technical Tours Lead
e  Education Program Lead e  Young Professionals Lead
e Exhibitors Representative e  Yukon Representative

Mission

The BC Water & Waste Association (BCWWA) Conference Planning supports staff in organizing and delivering the
annual conference and trade show, which connects and empowers the One Water sector in BC and the Yukon to
advocate for and safeguard public health and the environment.

Connection(s) to the BCWWA's strategic and operational plan:

e  Priority 1: Education: The committee is a credible resource for workforce education and training solutions in
the One Water Sector.

e  Priority 2: Networking: The BCWWA is a primary convenor and point of connection in the One Water sector.

e  Priority 3: Advocacy: The BCWWA is a voice of record and champion of the One Water sector in BC and the
Yukon.

e Priority 4: Organizational Sustainability: The BCWWA has the leadership, talent, resources, insights and
change strategies essential to successfully meet the challenges it now faces.

Purpose of the Committee

To provide subject matter advice and suggestions to the BC Water & Waste Association (BCWWA) on how to
create an engaging, educational, valuable, and entertaining event for attendees and participants.

Benefits of Volunteering on the Committee

e Meet new people and build your professional network of water professionals and stakeholders.
e Enhance your facilitation and leadership skills.

e Expand and deepen your own professional knowledge across various areas of practice in the water sector.

e Make a meaningful and significant contribution to realizing the vision of people having safe water and a
healthy water environment.

Recognition of the Committee

Volunteers on the committee are recognized for their volunteer and leadership contributions at the BCWWA
Annual General Meeting (AGM) and Annual Conference event. Volunteers may be provided with a letter of
recommendation and other references as appropriate.



Committee Chair

Reports to: Conference & Events Senior Coordinator
Supervisory responsibilities: N/A
Job description revision date: June 16, 2026

Role Summary

The BCWWA Conference Planning Committee Chair plays a key leadership role in supporting the delivery of a high-
quality educational and professional development experience for the water sector. Working in close collaboration with
the BCWWA Conference & Events Senior Coordinator, the Chair leads the planning committee by setting meeting
agendas, facilitating productive discussions, guiding decision-making, and ensuring effective follow-through on action

items.

The Chair is responsible for reviewing meeting materials, overseeing progress against plans, and supporting committee
members in fulfilling their responsibilities. This role also involves periodic collaboration with BCWWA Leadership,
Council Co-Chairs and other volunteer leaders to ensure alignment with organizational goals and priorities.

Key Responsibilities

Role-Specific Responsibilities:

Collaborate with the BCWWA Conference & Events Senior Coordinator to review and support the annual
conference planning process.

Identify and propose meeting agenda topics; review agendas and minutes prepared by BCWWA staff to
ensure accuracy and alignment.

Chair committee meetings (typically eight prior to the event and one following), facilitating productive
discussion, guiding decision-making, and fostering an inclusive environment where diverse perspectives
are heard and respected.

Follow up with committee members to support the timely and high-quality completion of assigned actions
and deliverables.

Connect BCWWA staff with contacts in the host city’s water community to encourage local engagement,
support, and conference participation.

Participate in periodic virtual meetings with BCWWA Leadership Council Co-Chairs and other volunteer
leaders.

Support connections with relevant industry organizations (e.g., AWWA, CWWA, WEF) and affiliated
committees, as appropriate.

Contribute to committee sustainability by helping identify, vet, and onboard new members in
collaboration with BCWWA staff.

Identify and support potential successors for the Chair role, including providing mentorship and guidance.

Contribute to conference communications by drafting messages for prospective delegates and delivering
welcome remarks or moderating sessions at the event.

General Responsibilities:

Seek out and consider input from a broad cross-section of BCWWA members and water sector
stakeholders to inform conference planning.

Provide input on the conference theme and preliminary program, and offer ideas for keynote speakers
and networking activities, with consideration for diversity, equity, and inclusion.

Identify and connect potential event sponsors with the BCWWA Conference & Events Senior Coordinator.

Contribute to the development of the call for abstracts and promote submissions within your professional
network.



. Offer suggestions for educational programming, including content relevant to operators and young
professionals.

. Recommend potential technical tour sites and provide feedback on proposed learning outcomes.

. Support effective document management by ensuring committee materials are organized in accordance
with established guidelines.

. Assist in promoting the conference, as requested by BCWWA staff.

. Participate in the post-conference debrief by providing feedback and recommendations for future events.
. Act in good faith and in the best interests of the Association.

. Maintain membership in good standing with BCWWA or an affiliated organization (AWWA or WEF).

Time Commitment

The Conference Planning Committee Chair can expect to spend approximately 28 hours preparing for and chairing nine
(9) committee meetings held between September 2026 and May 2027. Additional time will be required to coordinate
activities and follow up on action items with committee members outside of scheduled meetings.

The Chair is also responsible for drafting messages for two (2) to three (3) issues of Watermark magazine, requiring up
to six (6) hours in total.

Whenever possible, the Chair is encouraged to attend the conference in person to support onsite activities. The Chair
may also be invited to participate periodically in meetings with the BCWWA Board of Directors, Leadership Council Co-
Chairs, and other volunteer leaders.

Experience, Knowledge, Skills & Competencies

e  Minimum of two (2) years of experience in the water sector.

e Demonstrated experience leading, motivating, and supporting teams, including coaching or mentoring
others.

e Active involvement with BCWWA, including previous participation on one or more committees.
e  Current membership in good standing with BCWWA.

e Basic knowledge of facilitation and meeting moderation techniques.

e General awareness of BCWWA'’s strategic and operational priorities.

e Strong written and verbal communication skills in English.

e Demonstrated strong communication and interpersonal skills, including the ability to listen actively and
share ideas or concerns clearly and respectfully.

e Demonstrated ability to facilitate and moderate discussions, guiding conversations in an inclusive,
respectful, and engaging manner.

e Proven experience in people management, including motivating team members, setting clear goals,
communicating expectations, and supporting accountability for results.

e Strong leadership capabilities, with the ability to lead by example, act with integrity, foster collaboration,
share credit for successes, and take responsibility for outcomes.

e Demonstrated ability to manage time effectively, including planning workloads and meeting deadlines
while ensuring timely communication and follow-up.

e  Established network within the water sector, with the ability to represent and engage a diverse group of
industry contacts in support of committee initiatives and BCWWA'’s strategic priorities.

e Demonstrated commitment to accountability, collaboration, effective communication, and results-
oriented performance.



Committee Member

Reports to: Committee Chair and Conference & Events Senior Coordinator
Supervisory responsibilities: N/A
Job description revision date: June 16, 2026

Role Summary

BCWWA Conference Planning Committee Members support the planning and delivery of a high-quality educational and
professional development experience for the water sector. Working closely with the Committee Chair and the BCWWA
Conference & Events Senior Coordinator, members contribute to the development of conference programming and
overall event success.

Committee members are expected to be active and engaged participants in meetings and discussions, bringing forward
ideas and perspectives that reflect the diverse interests of BCWWA’s membership and the broader water community.
This role involves ongoing collaboration with fellow committee members and, from time to time, other BCWWA
volunteer leaders.

Key Responsibilities

e Seek out and bring forward input from a diverse cross-section of BCWWA members and water sector
stakeholders to support inclusive and well-informed decision-making.

e Actively participate in committee meetings (typically eight prior to the event and one following), contributing
ideas and engaging respectfully with diverse perspectives.

e Suggest topics for meeting agendas for consideration by the Committee Chair.
e Complete assigned or volunteered tasks in a timely and high-quality manner.

e Provide input on the conference theme and preliminary program, and contribute ideas for keynote speakers
and networking activities, with consideration for diversity, equity, and inclusion.

e |dentify and connect potential event sponsors with the BCWWA Conference & Events Senior Coordinator.

e  Contribute to the development of the call for abstracts and promote submissions within your professional
network.

e Recommend educational content that is relevant and accessible to a broad audience, including operators
and young professionals.

e Suggest potential technical tour sites and provide feedback on proposed learning outcomes.
e  Maintain organized committee materials in accordance with established file management guidelines.

e Support committee sustainability by helping to identify and encourage participation from potential future
members.

e Assist in promoting the conference, as requested by BCWWA staff.
e  Participate in the post-conference debrief by providing constructive feedback and recommendations.

e Act with integrity and in the best interests of the Association, with a commitment to diversity, equity, and
inclusion.

e  Maintain membership in good standing with BCWWA or an affiliated organization (AWWA or WEF).

Time Commitment

Committee Members can expect to spend approximately nine (9) hours participating in nine committee meetings held
between September 2026 and May 2027. Members are encouraged to attend and actively participate in as many
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meetings as possible, with an expectation of attending at least half.

Additional time will be required to complete assigned tasks and follow up on action items outside of scheduled
meetings.

Whenever possible, Committee Members are encouraged to attend the conference in person and support onsite
activities.

Experience, Knowledge, Skills & Competencies

e Minimum of one (1) year of related experience in the position’s area of focus.
e  Current membership in good standing with BCWWA.
e General awareness of BCWWA's strategic and operational priorities.

e Strong written and verbal communication skills in English, with the ability to share ideas and feedback
clearly and respectfully.

e Well-developed interpersonal skills, including active listening and the ability to engage constructively
with diverse perspectives.

e Effective time management skills, with the ability to prioritize tasks, meet deadlines, and respond in a
timely manner.

e Established connections within the water sector, with the ability to bring forward perspectives from a
broad and diverse professional network.

e Demonstrated commitment to accountability, collaboration, communication, service to members and
the water community, and initiative.



Education Program Lead

Reports to: Committee Chair and Conference & Events Senior Coordinator
Supervisory responsibilities: N/A
Job description revision date: June 16, 2026

Role Summary

The BCWWA Conference Planning Committee Education Program Lead supports the development and delivery of a
high-quality educational and professional development program for the water sector. Working closely with the
Committee Chair and the BCWWA Conference & Events Senior Coordinator, this role leads and coordinates the
conference abstract review process in collaboration with a team of technical subject matter experts, playing a key role
in producing the final education program at the conference.

As a member of the Conference Planning Committee, the Education Program Lead is expected to be an active and
engaged participant in committee meetings and discussions, contributing ideas and perspectives that reflect the
diverse interests of BCWWA’s membership and the broader water community. This role involves ongoing collaboration
with the Committee Chair, fellow committee members, and, as needed, other BCWWA volunteer leaders.

Key Responsibilities

Role-Specific Responsibilities:

e Review and evaluate abstract submissions and facilitate discussion among reviewers for proposals requiring
more in-depth consideration

e Coordinate the abstract review process, including organizing and supporting a team of reviewers to ensure
timely and consistent evaluations.

e Provide recommendations on session selection and review the draft program grid to support a balanced
schedule, topic variety, and anticipated session attendance.

General Responsibilities:

e Seek out and bring forward input from a broad cross-section of BCWWA members and water sector
stakeholders to inform program development.

e Actively participate in committee meetings (typically eight prior to the event and one following), contributing
ideas and engaging respectfully with diverse perspectives.

® Provide topics for meeting agendas for consideration by the Committee Chair.
e Complete assigned or volunteered tasks in a timely and high-quality manner.

e  Provide input on the conference theme and preliminary program and contribute ideas for keynote speakers
and networking activities.

e |dentify and connect potential event sponsors with the BCWWA Conference & Events Senior Coordinator.

e Contribute to the development and promotion of the call for abstracts, encouraging submissions through
professional networks.

e  Offer suggestions and recommendations for educational programming specific to operators and young
professionals.

e Offer suggestions and recommendations for technical tour sites; review and provide feedback on learning
outcome of the tours.

e Ensure any committee documents or resources are catalogued according to file management guidelines.



e Helpidentify potential future committee members.

®  Assist with promoting the event upon request from BCWWA staff.

® Provide feedback and recommendations for future events at the post-conference debrief meeting.
e Act honestly and in good faith with a view to the best interests of the Association.

e Maintain a membership in good standing with the BCWWA or its affiliates (AWWA and WEF).

Time Commitment

The Education Program Lead can expect to spend approximately nine (9) hours participating in nine committee
meetings held between September 2026 and May 2027. Members are encouraged to attend and actively participate in
as many meetings as possible, with an expectation of attending at least half.

This role includes approximately 24 hours to coordinate the abstract review process, support reviewers, and contribute
to the development and finalization of the conference education program. Additional time will be required to complete
assigned tasks and follow up on action items outside of scheduled meetings.

Whenever possible, the Education Program Lead is encouraged to attend the conference in person and support onsite
activities.

Experience, Knowledge, Skills & Competencies

e  Minimum of two (2) years of experience in the water sector.

e Demonstrated experience leading, motivating, and supporting teams.

e Active involvement with BCWWA, including previous participation on one or more committees.
e  Current membership in good standing with BCWWA.

e Basic knowledge of facilitation and meeting moderation techniques.

e General awareness of BCWWA'’s strategic and operational priorities.

e  Strong written and verbal communication skills in English, with the ability to share ideas and feedback clearly
and respectfully.

e Well-developed interpersonal and facilitation skills, including the ability to guide inclusive, constructive, and
dynamic discussions.

e Strong leadership and people management abilities, with the capacity to set clear expectations, inspire and
motivate others, and support accountability within a team environment.

e Effective time management skills, with the ability to coordinate multiple priorities, meet deadlines, and
respond in a timely manner.

e Established connections within the water sector, with the ability to bring forward perspectives from a broad
and diverse professional network.

e Demonstrated commitment to accountability, collaboration, communication, service to members and the
water community, and results-oriented outcomes.



Technical Tours Lead

Reports to: Committee Chair and Conference & Events Senior Coordinator
Supervisory responsibilities: N/A
Job description revision date: June 16, 2026

Role Summary

The BCWWA Conference Planning Committee Technical Tours Lead supports the development and delivery of high-
quality technical tour experiences that complement the conference program and provide practical learning
opportunities for participants. Working closely with the Committee Chair and the BCWWA Conference & Events Senior
Coordinator, this role leads the identification, coordination, and planning of technical tour offerings.

As a member of the Conference Planning Committee, the Technical Tours Lead is expected to be an active and engaged
participant in committee meetings and discussions, contributing ideas and perspectives that reflect the diverse
interests of BCWWA’s membership and the broader water community. This role involves collaboration with technical
tour host site representatives, fellow committee members, and, as needed, other volunteer leaders to ensure well-
organized, safe, and valuable tour experiences.

Key Responsibilities

Role-Specific Responsibilities:
e |dentify and recommend potential technical tour sites and compile options into a summary for committee
review.

e Liaise with shortlisted and selected tour sites and contacts to gather information, assess feasibility, and discuss
tour logistics and options.

® Prepare and present recommendations to the committee on selected technical tour sites.

e (Collaborate with the BCWWA Conference & Events Senior Coordinator on tour logistics, participant
experience, and marketing information.

e Provide onsite support during technical tours, where possible and appropriate.

e Review and provide input on the proposed learning outcomes for technical tours to ensure alignment with
conference objectives.

General Responsibilities:

e Seek out and bring forward input from a broad cross-section of BCWWA members and water sector
stakeholders to inform planning of technical tours and the broader conference program.

e Actively participate in committee meetings (typically eight prior to the event and one following), contributing
ideas and engaging respectfully with diverse perspectives.

e Suggest topics for meeting agendas for consideration by the Committee Chair.
e Complete assigned or volunteered tasks in a timely and high-quality manner.

®  Provide input on the conference theme and preliminary program and contribute ideas for keynote speakers
and networking activities.

e |dentify and connect potential event sponsors with the BCWWA Conference & Events Senior Coordinator.

e Contribute to the development and promotion of the call for abstracts, encouraging submissions through
professional networks.

e  Offer suggestions for educational programming, including content relevant to operators and young
professionals.



e  Maintain organized committee materials in accordance with established file management guidelines.

e Support committee sustainability by helping identify potential future members.

® Assist in promoting the conference, as requested by BCWWA staff.

e Participate in the post-conference debrief by providing feedback and recommendations for future events.
e Act with integrity and in the best interests of the Association.

e Maintain membership in good standing with BCWWA or an affiliated organization (AWWA or WEF).

Time Commitment

The Technical Tours Lead can expect to spend approximately nine (9) hours participating in nine committee meetings
held between September 2026 and May 2027. Members are encouraged to attend and actively participate in as many
meetings as possible, with an expectation of attending at least half.

This role also includes up to 16 hours to coordinate the identification, review, selection, and planning of technical
tours. Additional time will be required to complete assigned tasks and follow up on action items outside of scheduled
meetings.

Whenever possible, the Technical Tours Lead is encouraged to attend the conference in person and support onsite
activities.

Experience, Knowledge, Skills & Competencies

e Minimum of one (1) year of experience in the water sector.
e  Current membership in good standing with BCWWA.
e General awareness of BCWWA's strategic and operational priorities.

e Strong written and verbal communication skills in English, with the ability to share ideas and feedback clearly
and respectfully.

e Well-developed interpersonal skills, including active listening and the ability to engage constructively with
diverse perspectives.

e Effective time management skills, with the ability to plan and prioritize work, meet deadlines, and respond in a
timely manner.

e Established connections within the water sector, with the ability to bring forward perspectives from a broad
and diverse professional network.

e Demonstrated commitment to accountability, collaboration, communication, service to members and the
water community, and initiative.



Young Professionals Lead

Reports to: Committee Chair and Conference & Events Senior Coordinator
Supervisory responsibilities: N/A
Job description revision date: June 16, 2026

Role Summary

The BCWWA Conference Planning Committee Young Professionals Lead is responsible for assisting the Committee
Chair and BCWWA staff member in organizing a high-quality educational and professional development experience for
the water sector. The Young Professionals Lead coordinates the review and selection of young professional activities,
and upon selection by the committee works with BCWWA staff, the Conference Planning Committee, and the Young
Professionals Committee to plan and deliver the activities.

As a member of the Conference Planning Committee, the Young Professionals Lead is expected to be active and a
contributing participant in committee meetings and discussions, continually seeking out and offering input and ideas to
the committee from a broad cross-section of the Association’s membership. This role works closely with the BCWWA
Conference & Events Senior Coordinator, the Committee Chair and fellow committee members; they work with other
BCWWA volunteers on occasion.

Key Responsibilities

Role-Specific Responsibilities:
e Recommend and support the development of education programming and activities tailored to young
professionals; compile ideas into a summary for committee review.

e Coordinate with the BCWWA Conference & Events Senior Coordinator, the Conference Planning Committee,
and the Young Professionals Committee to plan selected young professional activities, including logistics,
education programming, and marketing details.

e Provide onsite support to BCWWA staff for young professional activities, where possible and appropriate.

General Responsibilities:

e Seek out and bring forward input from a broad cross-section of BCWWA members and water sector
stakeholders to support inclusive and engaging program development.

e  Actively participate in committee meetings (typically eight prior to the event and one following), contributing
ideas and engaging respectfully with diverse perspectives.

e Suggest topics for meeting agendas for consideration by the Committee Chair.
e Complete assigned or volunteered tasks in a timely and high-quality manner.

e Provide input on the conference theme and preliminary program and contribute ideas for keynote speakers
and networking activities.

e |dentify and connect potential event sponsors with the BCWWA Conference & Events Senior Coordinator.

e Contribute to the development and promotion of the call for abstracts, encouraging submissions through
professional networks.

e  Offer suggestions for technical tour sites and provide feedback on proposed learning outcomes.

e  Maintain organized committee materials in accordance with established file management guidelines.
e Support committee sustainability by helping identify potential future members.

®  Assist in promoting the conference, as requested by BCWWA staff.

e Participate in the post-conference debrief by providing feedback and recommendations for future events.
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e Act with integrity and in the best interests of the Association.
e Maintain membership in good standing with BCWWA or an affiliated organization (AWWA or WEF).

Time Commitment

The Young Professionals Lead can expect to spend approximately nine (9) hours participating in nine committee
meetings held between September 2026 and May 2027. Members are encouraged to attend and actively participate in
as many meetings as possible, with an expectation of attending at least half.

This role includes up to 16 hours to coordinate the development, selection, and planning of young professional
activities. Additional time will be required to complete assigned tasks and follow up on action items outside of
scheduled meetings.

Whenever possible, the Young Professionals Lead is encouraged to attend the conference in person and support onsite
activities.

Experience, Knowledge, Skills & Competencies

e  Minimum of one (1) year of experience in the water sector.

e Active involvement with BCWWA, including current or recent participation on the Young Professionals
Committee.

e  Current membership in good standing with BCWWA.
e General awareness of BCWWA'’s strategic and operational priorities.

e Strong written and verbal communication skills in English, with the ability to share ideas and feedback clearly
and respectfully.

e Well-developed interpersonal and people leadership skills, including the ability to inspire, motivate, and
support others in a collaborative environment.

e Demonstrated leadership abilities, including setting clear expectations, fostering accountability, and
contributing to a positive and inclusive team culture.

e Strong project coordination skills, with the ability to support initiatives from concept through to delivery,
including planning, execution, and monitoring progress.

e Effective time management skills, with the ability to prioritize work, meet deadlines, and respond in a timely
manner.

e Established connections within the water sector, with the ability to bring forward perspectives from a broad
and diverse professional network.

e Demonstrated commitment to accountability, collaboration, communication, service to members and the
water community, and initiative.
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BCWWA Staff

BCWWA Staff Roles and Responsibilities

BCWWA staff are responsible for the overall planning, coordination, and delivery of the conference and trade show.
They lead all event logistics and hold final decision-making authority on event plans and activities. Staff work closely
with the Conference Planning Committee, providing coordination, guidance, and administrative support, and liaise
regularly with the Committee Chair and members.

Responsibilities Before the Event

e Secure the conference venue and coordinate accommodations, including room blocks for attendees.

e Develop and manage the event budget, resource requirements, and overall work plan.

e Oversee all financial aspects of the conference.

e Plan and implement the trade show, including exhibitor engagement and booth allocation.

e Develop and manage the sponsorship program.

e Coordinate the planning and delivery of tours, social events, and other conference activities.

e Source vendors and suppliers, obtain quotes, and manage contracts for required services and products.
e Provide ongoing coordination and support to the Conference Planning Committee and any sub-groups.

e Manage event registration and respond to attendee and exhibitor inquiries.

e  Maintain and update conference information on the BCWWA website and support member communications.

e Plan and execute marketing and promotional activities.
e Recruit, coordinate, and train staff and volunteers required for on-site delivery.

e Develop the post-event survey.

Responsibilities During the Event
e Coordinate and oversee the execution of all conference activities and logistics on-site.

Responsibilities After the Event

e Distribute post-event surveys and evaluate participant feedback.
® Prepare a post-event summary report.

e Facilitate the Conference Planning Committee debrief meeting.
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