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Achieve What You Believe
IS THE PROMISE WE MAKE TO E ACH OF OUR CLIENTS.

For nearly 45 years Association Management Center (AMC) has built a solid reputation of trust and long-term
dedication to clients. Our talented and experienced team is truly committed to our clients’ missions, and our
staff members take tremendous pride in helping our association partners realize their goals and attain their
visions.

AMC knows our partners’ success
depends on the strength of our staff.
We are recruiting for an executive director (ED) to lead AMC’s Meetings
team of professionals. This position will join our dynamic and growing
environment of more than 220 staff members.
AMC provides full-service management to 28 national and international
organizations, representing more than 500,000 customers. We have built
a reputation of integrity, transparency, and success by delivering quality
services in an environment of caring and trust. We offer a full array of
services to our clients, including executive and administrative management,
governance, finance, advocacy, certification, sponsorship and exhibits
management, conference management, communications and marketing,
information systems, and public relations.
AMC Leadership Team member and Chief Experience Officer Clay Baznik
oversees several of AMC’s service areas, including the meetings team. He
provides strategic oversight to the team and brings a strong understanding
of AMC’s association partners and their goals. He will work closely with the
team’s executive director to foster relationships with those partners based
on the customer focus that is at AMC’s core.

Leading the Future
AMC was founded on the core values of
caring, mutual trust, and respect. AMC’s
culture makes a difference that is farreaching and enduring. AMC’s Leadership
Team guides the strategic direction of our
company and clients. Led by CEO Scott Engle,
the team’s members include:
• Clay Baznik, Chief Experience Officer
• Dave Bergeson, Executive Director & Vice
President of Client Relations
• Jeff Engle, AMC Principal
• Mark Engle, AMC Principal
• Scott Engle, Chief Executive Officer
• Vish Kalambur, Chief Information Officer
• Karen Kramer, Vice President of Human
Relations
• John Ozga, Chief Financial Officer
• Mike Norbut, Vice President of Business
Development
• Steve Smith, Executive Director & Vice
President of Client Relations
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Team Overview
AMC’s Meetings team takes a strategic approach to planning events and
meetings that align with each client’s unique goals. AMC performs a full suite
of conference and meeting management services, including site searches,
contract negotiations, coordinating hotel and shipping logistics, preparing
and monitoring budgets, processing registrations, and performing financial
reconciliation. Each AMC client has a meetings manager who works closely
with the client’s executive director, board of directors, and other individuals and
teams at AMC to guide all aspects of the client’s events.
Our meetings team has a staff of 10, including 5 certified meetings
professionals. They leverage their extensive domestic and international
meeting management expertise and best practices to help our association
partners provide a successful meeting experience for their members and other
stakeholders. Because we purchase more than 30,000 hotel rooms annually,
both in the United States and abroad, we have built strong relationships with
all 16 domestic and international hotel chains and suppliers. Given our strong
relationships in the industry and the volume of rooms purchased annually, we
are able to secure the best space and most competitive rates for meetings. We
take pride in our contract negotiation expertise and have constructed a series
of contract additions and clauses that protect our association partners in the
event of unexpected events or occurrences.
AMC has conducted thousands of US-based meetings and has helped our
association partners meet, thrive, and grow internationally as well.
.
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Creating Memorable
Experiences
AMC’s Meetings team works closely with
each AMC client to ensure that members
and attendees have positive conference
experiences. For clients such as the
American Academy of Hospice and Palliative
Medicine (AAHPM), the goal is to create truly
unique and memorable experiences. Each
year AAHPM’s members anxiously await
the association’s Annual Meeting. Here are
a few of the ways that meeting stands out:
providing amenities such as therapy animals,
location-specific cultural programming,
and activities that give attendees dynamic
options for connecting with colleagues—
and having a little fun—are just some of the
experiences that have attendees coming
back each year. But it’s not just attendees
who benefit. By offering expanded social
media options—such as a competitive Twitter
Wall and TweetPro “correspondents” who
incorporate questions posed on Twitter
into sessions—AAHPM also encourages
members to generate invaluable meetingspecific marketing for every event.
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Association Management Center is seeking a CMP-designated meetings executive director experienced in planning and executing
successful events and conferences to lead our Meetings Team. The Meetings Executive Director is collaborative, organized, detailoriented, and analytical while fostering positive relationships with the team, clients, and other stakeholders.

Position Summary

This individual oversees and participates in planning events,
including conferences, educational courses, and board of
directors meetings. This role is responsible for fostering AMC’s
strategy around customer intimacy focused on collaborating
with internal association teams through customized approaches,
creativity, and innovation. The role includes building relationships
with internal and external stakeholders, emphasizing staff
growth and development, and P&L responsibility related to
the meetings team and for internal association meetings and
events.

Position Responsibilities

• Negotiate contracts with event-related companies, vendors,
and other external partners who support AMC client meetings
to leverage economies of scale and meet association
budgets. Train meetings staff on contract negotiation.
• Meet travel requirements for client and industry-related
meetings.

Reports to Position

All meetings staff directly or indirectly.

Qualifications

• Bachelor’s degree, preferably in event management or related
field.

• Oversee the conception, development, and execution of
successful and highly regarded meetings and events.

• Certified Meeting Professional (CMP) designation required.
Certified Association Executive (CAE) designation preferred.

• Build and cultivate strong relationships with internal
association teams to identify strategies for creating and
managing meetings and other events that support association
goals and provide positive experiences for attendees.

• Minimum of 8 years of progressively responsible meeting and
staff management experience. Previous work experience for a
volunteer-based organization preferred.

• Create plans that support the strategies, including tactics and
a process for engaging internal teams and other stakeholders.
• Work in partnership with internal association teams to create
annual budgets for their meetings and events. Provide data
regarding actual staff time versus budget and develop scope
of work and related hours/cost for the upcoming year.
• Responsible for meetings department P&L, including budget
development and oversight, as well as allocating and
monitoring staff hours.
• Recruit, lead, develop, and mentor a team of top-notch
meetings and events professionals.
• Collaborate with members of the meetings team to align their
strengths, skills, and passions with the assigned work to foster
satisfaction, engagement, and a thriving and productive team.
• Foster a customer-centric approach with the meetings team that
centers on collaboration, creativity, flexibility, innovation, and
sharing new ideas with internal association teams and others.
• Create trusted relationships with key association executives;
identify and track quality measures for analysis, reporting,
and forecasting; monitor client satisfaction; and focus on
continuous improvement.
• Establish effective planning and production processes for
events, including working with AV providers, AMC service
teams, hotel professionals, and others.
• Create and monitor an ROI process for meetings and events
for internal associations.
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• Thoughtful role model, leader, and mentor with a passion for
growing and developing staff.
• Demonstrated experience in creatively meeting customer
needs.
• Excellent problem solving, decision making, time
management, strategic thinking, and interpersonal skills.
• A high level of professionalism, including good judgment
and ability to interact with all levels of staff, association
volunteers, vendor partners, and others.
• Knowledge of emerging industry trends and best practices in
meetings and events planning.
• Seasoned negotiator with successful record of reaching
positive agreements with strategic partners.
• Diplomatically astute, emotionally intelligent, and able to
appreciate varying perspectives.
• Budget development and management experience, including
analyzing trends and forecasting. Active and invested member
of the meeting planning industry.
• Ability to travel out of state and overnight

Disclaimer

The statements herein are intended to describe the general
nature and level of work being performed by the employee in this
position. They are not intended to be construed as an exhaustive
list of all responsibilities, duties, and skills required of a person
in this position.
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An Association Powerhouse

AMC is located in Chicago, the second largest market for associations in the world. Being in this market allows us to recruit from
an impressive pool of innovative, experienced association professionals to serve our client partners. Our office in Chicago is just
ten minutes from O’Hare International Airport, which allows our clients to frequently host meetings for their boards of directors,
committees, and volunteers in our welcoming and convenient space. We’re also proud to frequently host association events for the
community.

Network of
executive support
AMC’s executives regularly discuss
issues and opportunities with
one another. Any problem they
might encounter has probably
been successfully navigated by a
colleague down the hall!

t Collaborative environment
Our collaborative culture gets a boost from our physical environment with
spaces throughout our workplace for everything from formal meetings to
casual check-ins.

s Thought leadership
AMC’s thought leaders speak and publish on a variety
of topics in the field, and our company often hosts
educational events for the association community in
our office.
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A Culture Dedicated to Thought
Leadership
AMC’s staff are the best of the best in association management. Our staff’s
passion for their professions is evidenced by their involvement in many of
the professional organizations that lead the industry, including the American
Society of Association Executives, Professional Convention Management
Association, AMC Institute, Association Forum of Chicagoland, Meeting
Professionals International, Association Media & Publishing, the American
Marketing Association, BoardSource, International Association of Exhibitions
and Events, Institute for Credentialing Excellence, and Certification Network
Group.
Chicago is home to thousands of associations, making it a rich environment
for association management professional development. Whether it is
sitting on a board of directors, participating in a committee, speaking,
or writing an article on best practices, our staff are true industry thought
leaders. In fact, we are so proud of our thought leaders, we started a blog
in 2014 to showcase some of their contributions. Engaging in professional
organizations allows our staff to stay abreast of best practices and future
trends in the association industry and to develop innovative solutions to
serve our association partners. Our staff members are also innately aware
of the challenges volunteer leaders face because they are volunteer leaders
themselves.
AMC’s commitment to excellence is at the foundation of who we are, and we
actively support and encourage our staff to gain certification in their area
of specialty. The Certified Association Executive (CAE) credential is greatly
respected by the association profession and 15 of our AMC leaders have
achieved this status. The CAE is the highest professional credential in the
association industry, and less than 5% of all association professionals have
earned the CAE.

Our Top 5 Blog Posts

for Association Professionals

AMC’s popular blog offers thoughtful advice,
progressive discussions, and timeless takeaways
for the association community.
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CAE Process Reflections

Planning to sit for your CAE? Learn
how to boost your chances for success.

Asking Team Why It “Clicks”
Reveals Surprising Word

Surprisingly, the success of a highly
productive and happy team boils
down to one thing.

Scrum: Build Teamwork
and Drive Results

AMC is successfully using Scrum
to incorporate iterative development
into IT projects.

5 Questions You Should Be
Asking in Board Exit Interviews

Use times of transition and capitalize on
a wealth of information, lessons learned,
and opportunities for improvement.

Transparency in Governance

Learn how association leaders should
respond to requests for more openness,
communication, and accountability from
their board of directors.

One of things we are most proud of at AMC is our culture. We foster an
environment in which all of our staff are encouraged to grow their skills
and expertise and to grow both professionally and personally. Our staff
engagement and passion sets us apart. Our team’s positive perceptions of
AMC helped us earn a spot on the list of Best Places to Work in Illinois four
times in the past 6 years. Our Gallup Q12 Employee Engagement Survey
results put us in the 80th percentile.
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