
 
 
Meeting Planner 

Infinity Conference Group, Inc. (INFINITY), is searching for an experienced and dedicated Meeting 
Planner to join a growth-oriented, woman-owned small business. INFINITY is a progressive, agile, 
boutique company with over 30 years’ experience providing cutting edge conference, workshop, 
and special event solutions and operational support to government, commercial, and non-profit 
clients on an on-site, virtual and hybrid basis. The ideal candidate is an energetic, detail-oriented, 
self-starter who will manage all aspects of conference planning and execution to meet client 
expectations. This includes coordinating logistics, liaising with speakers and vendors, overseeing 
event budgets, and ensuring that every event runs smoothly from start to finish. 

Specific duties and responsibilities include the following: 

• Lead kickoff and recurring planning calls with clients to assess event needs, provide 
guidance, and share project plans for successful execution 

• Monitor costs and manage meeting budgets  
• Perform site selection and contract negotiation 
• Negotiate and manage vendor contracts for event services, including audiovisual, catering, 

program books, etc. 
• Handle travel arrangements, reimbursement and honoraria for speakers and hosted 

travelers ensuring compliance with Federal Travel Regulation (FTR)  
• Create meeting websites, online registration, virtual spaces, and mobile apps for 

conferences  
• Handle speaker communications, including logistics, registration, and collecting assets 
• Engage with attendees by sending invitations, logistics details, and post-event surveys 
• Select, setup and utilize appropriate platform for abstract management  
• Oversee logistics, operations, and coordination of exhibition spaces and poster sessions at 

conferences and events 
• Manage development and production of conference materials including name badges, 

agendas, program books, etc. 
• Create the run of show for live events and provide on-site support 
• Track and reconcile all conference expenses 
• Provide virtual event support, including platform research, attendee instructions, 

captioning, transcription, rehearsals, and live event assistance 
• Perform other duties as assigned 

 
The successful candidate will be able to demonstrate the following qualifications, skills, and 
experience: 

• Bachelor’s degree from an accredited university or equivalent professional certification  
• 5 years of event planning experience, including at least 2 years working with Federal 

agencies 
• Experience with event technology such as Cvent, Stova, Whova, Gather, etc. 
• Experience with virtual platforms such as Zoom, Labroots, EventMobi and vFairs 
• Competency in MS Word, Excel, PowerPoint, Teams, SharePoint, Adobe 



 
 

• Strong organizational skills with the ability to prioritize and manage multiple tasks 
simultaneously, on time, and with minimal supervision 

• Excellent oral and written communications skills, diplomacy, and tact 
• Ability and willingness to work occasional evenings/weekends to meet deadlines and 

provide onsite support 
• U.S. citizenship required  
• CMP/CGMP certification preferred 
• Familiarity with coordinating travel per Federal Travel Regulation (FTR) highly desirable 

 

Position offers the ability to work remotely and on a hybrid basis with competitive base pay, bonus 
eligibility and a comprehensive benefits package. 

Qualified candidates should submit their resume no later than January 20, 2025.  Please submit 
salary requirements with resume. Direct applicants only please – no agencies.  


