Conference Volunteer Responsibilities
Overview

Dear [Volunteer Name],

Thank you for your commitment to support the [Conference Name] taking place on [Date]. Your
role as a volunteer is vital to the success of this event. Below is a brief overview of your
responsibilities:

Responsibilities:

Assist with registration and check-in of attendees.

Provide directions and information to participants throughout the venue.
Help set up and dismantle conference materials and equipment.

Support speakers and facilitators as needed before and after their sessions.
Ensure that all areas are clean and organized during the event.

Assist with managing the schedule and keeping sessions on track.

Be available for any additional tasks assigned by the event coordinators.

Please arrive at [Time] on [Date] for the orientation session, where we will discuss more details
and answer any questions you may have.

Thank you once again for your valuable contribution!

Best regards,

[Your Name]

[Your Position]
[Organization Name]



