Job Title  

Registration Coordinator

Overview

The Registration Coordinator will be part of a team that will plan and oversee the Connecting for Success Conference.   

Connecting for Success is run by the Massachusetts Association of Vocational Administrators (MAVA) for its members.  It is the largest professional development conference for vocational educators in Massachusetts.  

The conference will be held June 28-29, 2027, at Assabet Valley Technical High School in Marlborough, MA.  

Job Responsibilities

· Reports directly to the Co-Chairs
· Serves as the primary contact for attendee questions regarding registration, billing, and Conference logistics
· Oversees onsite registration and check-in process, including the production of name badges and distribution of attendee materials
· Manages certification processing for PDPs for attendees
· Works collaboratively with the Communications + Marketing Coordinator to disseminate registration deadlines and key updates
· Collects and manages attendee data
· Maintains timely and professional communication with team members and partners
· Attends all CFS Meetings 
· Attends the entire Conference

Requirements

Successful candidates must currently serve or have formerly served in the role of an administrator, teacher, or support staff member in a Massachusetts public high school offering Chapter 74-approved programs.  Experience as a teacher in Massachusetts vocational-technical education is preferred.

Technical Requirements

The successful applicant must be adept at electronic communications, including email, Microsoft Word, Microsoft Excel, Microsoft Teams, and the like.

Compensation

The successful applicant will be paid a $4,750 stipend, to be disbursed at the successful conclusion of the Conference.

Upon the filing of sufficient documentation with the Executive Director, the Coordinator will be reimbursed for expenses required to perform the duties of this position.  However, no lodging or mileage reimbursement will be paid.  

Job Status

The Coordinator is an independent contractor. The position includes no employment benefits.

Contract Status

This is a one-year position. It is expected to be posted annually.

Selection Process

Candidates must submit a cover letter to Steven C. Sharek, MAVA Executive Director, at stevesharek@MAVA.us, by 10 a.m. on Friday, August 7, 2026.  Selection will be made by the Executive Director and Conference Co-Chairs, subject to review by the MAVA Officers.  

Start Date

The successful applicant is expected to begin the job immediately upon selection.

Equal Opportunity

The Massachusetts Association of Vocational Administrators (MAVA) is an Equal Opportunity Employer. MAVA selects vendors, employees, and independent contractors without regard to race, color, sex, gender identity, religion, national origin, sexual orientation, or disability.

MAVA seeks to actively recruit, welcome, and support a workforce which is diverse and inclusive of all people so that we can support the success and growth of all individuals.

