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Meeting and Event Coordinator 

Insight Policy Research (Insight) is seeking an experienced, part-time Meeting and Event Coordinator to 
support projects related to education, food and nutrition, and other safety net programs. Insight is a 
rapidly growing and dynamic research and technical assistance organization working to help 
government improve the programs that help those most in need. Insight has a 19-year history of 
providing high-quality services to federal, state, and private sector agencies.  

Headquartered in Arlington, Virginia, we offer a collegial environment, generous telecommuting 
opportunities, and thoughtfully crafted compensation and benefit packages. For further information and 
information about the types of studies and projects we conduct, please visit our website: 
www.insightpolicyresearch.com 

Responsibilities 

The Meeting and Event Coordinator will be responsible for designing, facilitating, and managing 
meetings and events for an array of clients. This will involve working closely with senior managers and 
project leads, client representatives, meeting/event participants, and event facility staff. The Meeting 
and Event Coordinator will be responsible for coordinating meeting logistics, communication, 
audiovisual support, and documentation.  

For in-person meetings and events, activities will include managing the market research, selection, 
inspection, and contracting of an appropriate venue, coordination with vendors (catering, audiovisual, 
etc.), and organizing travel and accommodations for speakers and special guests. On the day of the in-
person meeting, webinar, or conference, the Meeting and Event Coordinator will provide management 
and oversight on site. 

For virtual meetings and events, activities will include assessing virtual platforms, providing liaison with 
participants to help ensure readiness for virtual meetings, developing appropriate promotional 
materials, and helping to troubleshoot problems. On the day of the virtual meeting, webinar, or 
conference session, the Meeting and Event Coordinator will manage and oversee the event, including 
the use of the technology by speakers and participants. 

The Meeting and Event Coordinator will provide liaison with national expert speakers, government 
agencies, and participants and develop agendas, invitee lists, promotional content, and conference 
materials. After a meeting or event, the Coordinator will help manage closeout activities, including 
invoices, travel reimbursements, and reporting. 

Qualifications  

 Experience planning and managing virtual and in-person meetings and events. Relevant 
professional certification (e.g., Certified Meeting Professional, Certified Government Meeting 
Professional) advantageous 

 Familiarity working with clients, negotiating with vendors, and conducting basic market research 

 Proficient in using virtual meeting/event/webinar platforms (e.g., Zoom, WebEx, GoTo) 

 Effective, professional written and verbal communication skills 
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 Ability to work independently and allocate time and resources toward completion of multiple 
projects with overlapping timelines 

 Excellent attention to detail 

 Ability to work collaboratively in cross-disciplinary teams and with clients 

 Strong organizational skills with demonstrated ability to meet deadlines and work both 
independently and as part of a team 

 Experience working with federal clients advantageous 

Minimum education/experience requirements 

Bachelor’s degree and 2 years of experience managing meetings and events for government, research, 
or social welfare organizations 

Contact 

EEO: All candidates will be considered without regard to race, color, religion, sexual orientation, national 
origin, age, disability, or genetic information. 

Contact: Send resume/curriculum vitae via email to— 

Elizabeth Weber 
Associate Director of Policy and Program Development 

Insight Policy Research, Inc. 
1901 North Moore Street, Suite 1100 

Arlington, VA 22209 
Email: eweber@insightpolicyresearch.com 
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