CAUFP

2027 PORTFOLIO LEADS — ROLES AND RESPONSIBILITIES

PORTFOLIO LEAD, PROGRAMMING (ONE ROLE)

Position: The Portfolio Lead for Programming supports the VP of Programming in the
planning and execution of CAUFP’s events and initiatives. This role ensures that all
programs are delivered smoothly and in alignment with CAUFP’s mission and strategic
objectives.

Responsibilities:

e Assist in managing the programming calendar, coordinating logistics for events and

workshops.

e Collaborate with speakers, sponsors, and venues to ensure successful event
delivery.

e Oversee program timelines and ensure all necessary materials are prepared in
advance.

e Provide on-the-ground support during events to ensure smooth execution.

Qualifications:

Strong project management and organizational skills.

Experience in event planning or program delivery.

Ability to work under pressure and manage multiple tasks at once.
Excellent attention to detail and communication skills.
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