
 
 
 
Employment  App l i ca t ion  fo r  Event  Manager    
 
The Ca lpaca  Board  inv i tes  you  t o  be  cons idered  as  the  Even t  Manager  fo r  the  Gold  
Count ry  Gather ing ,  Oc tober  18-19,  2014 in  Grass  Va l ley  CA.  The even t  manager  i s  
a lso  requ i red  to  be  in  Grass  Val l ey  on  October  16  and  17 ,  2014  fo r  show se t -up  
and Exh ib i to r  check - in .  
 
Please  comp le te  the  fo l l ow ing  i n fo rmat ion  and  a t tach  separa te  addendums as  
needed.  
 
Name: 
Address :  
Ci ty ,  S ta te  and  Z ip 
Phone:  
Cel l  Phone:  
Fax:  
Emai l :  
AOA Show D iv is ion  Number :  
 
Please  submi t  th i s  fo rm and  any addendums to  ca lpacaboard@gmai l . com,  w i th  a  hard  
copy  sen t  to  :  L i sa  Beat ty ,   Rocks ta r  A lpacas ,  16440 Bonney Road,  Roya l  Oaks,  CA 
95076 
 
Submiss ions  shou ld  be  rece ived  by :  March  15 ,  2014 
 
Pre-Show Deta i l s :  

 Venue prepara t ion  fo r  the  even t  -  i nc lud ing  de l i ve ry  o f  mater i a ls  f rom the  
supp l ie rs  to  the  show.  Show in f ras t ruc tu re  i s  bu i l t  (Thursday  October  16)  
Sponsors ,  vo lun teers  and  vendors  a r r i ve  on  (Thursday  la te  a f ternoon )  fo r  
check - in  and  se t -up .   Exh ib i to r s  check - in  and  se t -up  on  Fr iday,  Oc tober  
17,  2014 .  The  show is  open  on  t wo days ,  Sa tu rday  October  18  and Sunday 
October  19  to  the  pub l i c .  Monday ,  Oc tober  20 ,  2014  i s  s t r i ke  day and  a l l  
supp l ie rs  p ick  up  mater ia ls  and ren ta l  equ ipment .   

 Media  Promot ion  based  on  budget  and  access  to  loca l  ou t le ts .  I nc lud ing  
f ree  adver t i s ing ,  and  eb las ts  v i a  AOA.   

 
Budget   

 Event  w i l l  have  a  budget  o f  ( to  be  de te rmined) .   
 Al l  revenue fo r  the  show must  be genera ted  by  the  show and /o r  anc i l l a ry  

ac t i v i t i es .  
 
Pos i t ion  Overv iew 

 Repor t ing  to  the  Ca lpaca  Board  of  D i rec to rs ,  the  Event  Manager i s  
respons ib le  fo r  p lann ing  and  aux i l i a ry  even ts  w i th in  the  show fo r  the  
Calpaca  Assoc ia t ion .  He  o r  she  wi l l  a l so  be  respons ib le  fo r  a l l  
opera t iona l ,  imp lementa t ion  and pos t -even t  ac t i v i t i es .  
 

Requ i rements  o f  Show: 
The Event  Manager  w i l l  have  the fo l l ow ing  respons ib i l i t i es :  
 

mailto:calpacaboard@gmail.com


 Determin ing  the  scope  o f  the  event  ( i .e . ,  s i ze ,  seminars ,  t ype o f  show,  
sa le ,  vendors ,  o ther ) .  Examples:  ha l te r  and /o r  f l eece  show,  c l i n i cs  and  
workshops ,  shear ing  ava i lab le ,  soc ia l  even ts ,  f i be r  even ts ,  auc t ions ,  e tc .   
Work  w i th  the  Ca lpaca  Board ,  to  es tab l i sh  even t  goa ls ,  ob jec t i ves  and  
spec i f i c  imp lementa t ion  p lans .  

 Prepare  the  even t  budget  w i th  t he ass is tance  o f  the  BOD 
 Book ing  venue tha t  has  been  approved  by  BOD 
 Contac t  &  Cont rac t  appropr ia te  numbers  o f  Judges  (Ca lpaca  Board to  have  

f i na l  approva l  o f  j udges)   
 Ar rang ing  fo r  and  o rgan ize  vo lunteers  &  pa id  s ta f f .  For  pos i t i ons  se lec ted  

to  be  pa id  s ta f f ,  so l i c i t  RFP’s &  s ign  con t rac ts  [poss ib le  pa i d  pos i t i ons :  
Hal te r  and  F leece  Show Super in t endent ,  Show Program Ed i to r  –  Ca lpaca  board  
to  have  f ina l  approva l  o f  RFP’s.  

 Work  c lose ly  w i th  the  Ha l te r  and F leece  show super in tendents  t o  oversee  
and fac i l i t a te  even t  reg is t ra t i on p rocesses  inc lud ing  pa id  regi s t ra t ion  
serv ice  i f  needed.  

 Plan  fo r  and  manage secur i t y  for  the  even t   
 Estab l i sh  communica t ion  p ro tocol s  and  opera t ing  p rocedures  w i t h  p lann ing  

commi t tees ,  vo lun teers  and  pa id s ta f f  
 Manage d i rec t l y  o r  (se t  goa ls  and d i rec t  vo lun teers  tha t  manage) :  

o Marke t ing /Adver t i s ing  &  Promot i on fo r  the  show [Marke t ing /Promot ions  
to  ensure  tha t  show rece ives  opt ima l  med ia  coverage  &  a t tendance ]  

o Barn  Management  [Show layou t ,  l abor  to  se t  show up  and  b reak  down]  
o Vet  Check  Team 
o Compl iance  Check  Team 
o Show R ing  Team [R ing  S teward ,  Gatekeeper ,  Announcer ,  Recorder  and 

d is t r ibu t ion  o f  r i bbons ]  
o Sponsorsh ips  Coord ina to r  
o Herd  S i re  Auc t ion  Coord ina to r  
o Ribbon Coord ina to r  
o Signage and  Banners 
o Tra f f i c  Coord ina to r  
o Aud io  Equ ipment  Coord ina to r *  
o Si len t  Auc t ion  Coord ina to r  *  
o F iber  Ar ts  Coord ina to r *  
o Cl in ics /Workshops  Coord ina to r *  
o Vendor  Coord ina to r *  
o Soc ia l  Even t  Coord ina to r *  
o Ar rang ing  fo r  concess iona i res .  
o Hosp i ta l i t y  Tab le 

 Hand l ing  a l l  t he  mon ies  fo r  the show bo th  income and  d isbursements ,  
i nc lud ing  f ina l  accoun t ing  o f  sa id  mon ies  to  the  Ca lpaca  Board 60  days  
pos t  show w i th  per iod ic  upda tes to  the  T reasurer  in  the  months lead ing  up  
to  the  even t .  

 Ar rang ing  accommodat ions  and  t r anspor ta t ion  to  and  f rom the  show fo r  the  
Judge and /o r  the  Appren t i ce  Judge i f  reques ted  by  the  Judge o r  the  
Appren t i ce  Judge to  do  so  and  t he Ha l te r  Super in tendent .  

 Ar rang ing  t ranspor ta t ion  fo r  the Judge and /o r  Appren t i ce  Judge f rom the  
hote l  to  the  show grounds  and  t he Ha l te r  Super in tendent  

 Ensur ing  tha t  the  Judge ’s  and /or  Appren t i ce  Judge ’s  needs  a re  met  dur ing  
the  course  o f  the  show. 

 Ensur ing  tha t  the  show r ing (s )  and s tag ing  a rea(s )  a re  adequate fo r  the  
show leve l .  

 Cer t i f y ing  the  even t  w i th  AOA. 
 Be a  fa rm member  o f  AOA and  a  member  o f  the  AOA Show Sys tem.   
 Conduct  pos t -even t  debr ie f ing  sess ions .   
 Prov ide  pos t -even t  ana lys is ,  budget  recaps  and  par t i c ipan t  feedback  and  

i ncorpora te      l ea rn ing  in to  f u tu re  p lans .   
 Deve lop  even t  repor ts  and  d is t r i bu te  as  requ i red  to  sponsors ,  par t i c ipan ts  

and the  BOD 



 
In  add i t i on  to  the  spec i f i c  du t i es  and  respons ib i l i t i es  l i s ted above  the  Event  
Manager  sha l l  fo l l ow the  show gu ide l ines  as  se t  fo r th  in  Par t  4  Show Pos i t ions  
and Of f i c ia l s ,  Sec t ion  D.  E th ics  Re la t ing  to  Show Event  Coord i nato r  o f  the  2014  
Show D iv is ion  Handbook .  
 
 
Techn ica l  Requ i rements :  

 St rong  compute r  sk i l l s  and  o r  access  to  vo lun teers /  s ta f f   who do  possess  
necessary  sk i l l s   

o Pro f i c ien t  i n  word  p rocess ing   
o Pro f i c ien t  i n  c rea t ing  spreadsheets  and  repor ts   
o Have the  ab i l i t y  to  qu ick ly  learn  new app l i ca t ions  such  as  the 

Regis t ra t ion  so f tware 
 
Exper ience  and  Refe rences 
 
L is t  any  AOA Cer t i f i ed  Shows and/o r  o ther  Shows & Show Assoc iat ions  w i th  whom 
you  have  con t rac ted  o r  ac ted  in  a  vo lun teer  na tu re  w i th in  the  pas t  24  months ,  
i nc lud ing  a  name as  a  po in t  o f  Reference  fo r  each  show.  P lease p rov ide  a l l  
i n fo rmat ion  fo r  each  show.  ( I f  you  requ i re  more  room,  you  may at tach  an  
addendum) .  
 
Name o f  Show   
Dates  o f  Show  
Pos i t ion  con t rac ted  o r  vo lun teered  a t  show (P ls .  no te  whether  cont rac ted  o r  
vo lun teer  pos i t i on )  
Type o f  Show (Ha l te r ,  F leece ,  Per fo rmance,  o ther )  
AOBA Cer t i f i ed  Show (Y /N)  
# o f  En t r ies 
# o f  Judges 
# o f  R ings 
Reference  Name,  Te lephone #  and ema i l  
 
Fee fo r  manag ing  the  A lpaca  Show sha l l  be  $1000.   
 
Selec t ion  o f  Ca lpaca  Event  Manager  w i l l  be  made by  the  Ca lpaca Board  and  w i l l  be  
re layed  to  submi t te rs  by  no  la t er  than  7  months  p r io r   
 
Thank  you  fo r  your  in te res t .  
 
Calpaca  Board 
 
 


