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EXECUTIVE SUMMARY
Keystone Symposia on Molecular and Cellular Biology is an established nonprofit organization that 
has existed for over 40 years. As a scientific nonprofit, Keystone Symposia is responsible for 60 
scientific conferences centered around molecular and cellular biology. Keystone Symposia’s current 
website has a dated look and feel that uses a unintuitive process for conference registration. Keystone 
also is looking to bring consistency across their digital touchpoints (website, blog, social media, etc.) 

In order to appeal to younger audiences, Keystone Symposia is looking to evolve the website into a 
more modern feel that has a timeless appeal while also taking into consideration changes that would 
not alienate the established attendee audience. Keystone is also looking to streamline to registration 
process and seamlessly tie it into the travel and lodging workflows.

DISCOVERY WORKSHOP ATTENDEES

Keystone Symposia
Adam Sizemore | Account Manager 

Matthew Farleo | Lead UX Designer 

AnnaLisa KleinSchmidt | UX Designer 

Ross Adams | Lead Project Manager 

Stacey Cranwell | Project Manager

NEWMEDIA

BUSINESS OBJECTIVES
• Increasing Conference Attendance 

• A Consistent and Modern Look and Feel 

• Consistent Messaging and Presence Across Digital 
Mediums 

• Building Strong Corporate / Foundation Partnerships 

• Increasing Diversity Within The Scientific Community 

• Easily Provide Conference Attendees with Anything 
they might need while attending a Keystone 
Conference

PRODUCT USERS
• Jennifer | The Student 

• Curt | Academic Scientist 

• Greg | Industry Scientist 

• Andrew | The Organizer 

• Maria | The International Scientist 

• Bill | The Foundation Donor

JOBS TO BE DONE

• Conference Registration 

• Scholarship Application & Approval 

• User Accounts / Profiles 

• Conference Concept Submission 

• Travel / Lodging Information 
Organization and Dissemination 

• Promoting Brand / Community 
Partnerships (Incentivizing Corporate 
Donations) 

• Individual Donations 

• Support

COMPETITORS
• Gordon Research 

Conferences  

• FASEB 

• Cold Spring 
Harbor Laboratory

EXPERIENCES WE LIKE

• Broad Institute 

• Road Scholar 

• Uniworld

Yvonne Psaila | Director of Communications 
& Marketing 

Tanya Muller | Director of Information 
Technology 

Nick Dua | Senior Director, Communications 
& Marketing 
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EXECUTIVE SUMMARY

KPIs 1. 20% increase in external traffic from web searches 

2. Increase percentage of people who responded “Strongly Agree” to this 
survey question “The Keystone Symposia website was easy to use and 
informative.” From 55% to 70% 

3. Increase in traffic from mobile devices (currently 16% over the past year) 

4. Decrease the bounce rate to less than 40% from the current 49% 

5. Increase registrations and reduce the number of pending, never 
completed registrations by at least 20% from the current 18% rate – a 
partial measure, we suspect, of an overly complex shopping cart 

6. Increase individual donations and increase number of leads / inquiries 
generated to the Development department from potential industry and 
foundation donors

WEBSITE GOALS

1. Increased conference registration while decreasing the number of 
support calls in regards to conference registration. 

2. Appeal to Younger Members of the Scientific Community 

3. Keep Content Consistent Between the Old and New Site in order to 
continue to maximize your organic reach. 

4. Increase number of donations (either through corporate partnerships or 
individual donations). 

5. Increase diversity within the scientific community by showcasing  
scholarships, fellowships and other examples of work done by Keystone 
Symposia.



BUSINESS MODEL, NEEDS & OBJECTIVES

Business Outlook



How Does Keystone Symposia Generate Revenue? 

Keystone Symposia is a nonprofit organization that coordinates scientific conferences on a broad 
range of life science topics. Revenue is generated primarily from the conference registration fees. 
Additionally Keystone Symposia supplements it’s operating budget with donations from individual 
attendees, corporate donors, and philanthropic foundations. To remain relevant within the 
scientific community Keystone is looking to expand its audience to include younger scientists and 
academics.  

In order to maximize Keystone Symposia’s revenue and decrease operational overhead, the 
website is used as the primary means for attendees to sign up for all of the conferences that 
Keystone offers. To sustain and further increase registration levels, the new website will require a 
streamlined and easy-to-follow registration process.
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BUSINESS MODEL
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1. Increase conference attendance 

2. Convey a consistent and modern look and feel 

3. Display consistent messaging and brand presence across digital 
platforms 

4. Build strong relationships with prospective corporate donors and 
philanthropic foundations 

5. Promote diversity and provide more opportunities for 
underrepresented communities within the scientific community 

6. Provide conference attendees with all relevant information they will 
need in an easily accessible manner 

BUSINESS OBJECTIVES
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1. Increase overall conference registration  

2. Decrease the number of support calls for conference registration. 

3. Appeal to younger members of the scientific community 

4. Keep content consistent between the old and new site in order to maintain maximum organic reach. 

5. Increase the number of donations - from corporate partnerships or individual donors 

6. Promote diversity within the scientific community by showcasing scholarships, fellowships and other 
examples of efforts from Keystone Symposia 

7. Allow users to seamlessly register for a conference, find lodging, and make travel arrangements or 
the conference.

WEBSITE OBJECTIVES



THE PEOPLE THAT WILL BE USING OUR PRODUCT

Personas
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Demographic Information

Goals & Painpoints

Behavior & Actions

Jennifer
“The Student”

Age Range: Mid to late 20s
Gender: Female (50/50 group split)
Education: Graduate student, post doc
Employment: Lab job
Income: ***$36,263 - $65,086 (Post Doc)

Learned about Keystone Symposia from her Mentor

She needs to apply for a scholarship to assist with the cost 
of the conference
To qualify for a scholarship she will need a recommendation 
letter from her mentor and will also need to submit an 
abstract

She’ll attend 1-2 conferences per year
Her Social media habits - Research Gate, Twitter

Motivation to sign up: 
It is important that she submits an abstract, in order to 
build her CV and gain exposure within the community.

She is also trying to build up her professional network. As 
she approaches graduation, she is also looking for a post 
doc position.

Pain Points: 
She hopes to be awarded a scholarship, as she isn’t making a 
lot of money
Application process is involved and some steps require 
additional support and guidance

**taken from: http://www.payscale.com/research/US/Job=Postdoctoral_Research_Associate/Salary
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Demographic Information

Goals & Painpoints

Behavior & Actions

Curt
“The Academic Scientist”

Age Range: 30s - 70s
Gender: Male
Education: Ph.D
Employment: Professor / Academic Researcher
Mid to Late in Career
**Average Salary: $80,000 - $90,000 
Married, /w children

Learned about Keystone from a colleague a few years back

Generally as a grant (NIH) recipient some funds will be 
used for furthering education (attending this conference)
Likes to donate money to assist in scholarship funds, usually 
around $50 - $100
If he is participating as a speaker, he will receive additional 
funding for travel, further decreasing the personal cost

He’ll attend 2-3 conferences a year (1 being Keystone)
Not a huge social media user, if any it would be Facebook, 
Twitter & ResearchGate

Motivation to attend Keystone Symposia conferences: 
He continues to attend Keystone Symposia conferences 
due to the community he has built there with other peers in 
his field. He also appreciates that he is able to refine his 
skillset by talking with other scientific professionals, and is 
able to present his findings to an engaged audience.

Pain Points: Cost of attending a conference can be a bit 
steep, however with grant assistance from (NIH) it 
becomes easier to make happen.
Registration process is confusing and requires several steps 

**taken from: http://www.the-scientist.com/?articles.view/articleNo/47311/title/2016-Life-Sciences-Salary-Survey/
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Greg
“The Industry Scientist”

Demographic Information
Age Range: 30s - 60s
Gender: Male
Education: Ph.D
Employment: Industry Scientist
Mid to Late in Career
**Average Salary: $130,000 - $140,000 
Married, /w children

Goals & Painpoints

Behavior & Actions
Learned about Keystone from a colleague (company 
evangelist) a few years back

He will need employer signoff and reimbursment to help 
cover the costs

He’ll attend 1 conference a year
Motivation to attend Keystone Symposia conferences: 
Greg attends Keystone Conferences to network with other 
scientists, building a community similar to Curt. Additionally 
he might be reviewing the competition, or finding new talent 
like Jennifer.
Greg's work is mostly under patent protection from his 
company, so he will probably not be presenting.

Pain Points: 
Cost of attending a conference can be a bit steep, however 
with employer assistance it becomes easier to make happen.
Registration process requires several steps 
Registers late, calls to request a discounted rate
Likely to end up on waitlist if conference sells out.

**taken from: http://www.the-scientist.com/?articles.view/articleNo/47311/title/2016-Life-Sciences-Salary-Survey/
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Demographic Information

Goals & Painpoints

Behavior & Actions

Andrew
“The Organizer”

Age Range: 40s to 60s
Gender: Male
Education: Ph.D
Employment: Well Regarded Academic Scientist / Speaker
60% US native vs. 40% Non-US native speaker
****Income: $90,000 - $100,00

Andrew is a member of the Keystone Symposia community 
and has regularly attended events for several years

He will use the website to review attendee list, approve 
abstracts and review scholarships. He Will Also submit 
marketing ideas, review the list of speaker accept/declines 
and use the Speaker Candidate Database to find 
replacements and review current attendance numbers.

Attends conferences that he’s invited to speak at or is 
organizing 

Needs to continue to publish scientific work

Motivation to sign up: 
Lodging and travel costs are covered.
Gets a few perks for organizing the conference, upgraded 
hotel rooms and ski passes.

Pain Points: 
Dealing with tax information and forms, will generally have 
his assistant call progam implementation services regarding 
those things
Working through assistants to get most of the logistic work 
through the website done

****taken from: https://www.bls.gov/oes/current/oes191021.htm
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Demographic Information

Goals & Painpoints

Behavior & Actions

“Travel Award Seeker”

Age Range: Mid to late 20s
Gender: Female (50/50 group split)
Education: Ph.D
Nationality / Region: Central or South America
Employment: Scientist or Medical Professional

Learned about Keystone Symposia from a colleague that 
attended an event on a fellowship

She needs to apply for a travel award to assist with the cost 
of the conference

Must be living in a region that is affected by the disease the 
conference is focused on. 

She’ll attend 1 conference per year

Motivation to sign up: 
Looking to solve local problems, deal with viral outbreaks 
and epidemics in their own country.

She is also trying to build up her professional network, seek 
new advances in her field that can benefit her home 
country. 

Pain Points: 
She hopes to be awarded a fellowship, as she won’t be able 
to attend without it.

Registration process requires lots of steps and variety of 
information from lab and regarding their research.

Maria
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Demographic Information

Goals & Painpoints

Behavior & Actions

Bill
“Institution Donor”

Age Range: 40 - 50’s
Gender: Male
Education: Ph.D or MBA
Employment: Corporate / Foundation CEO
Philanthropist

Looking to maximize impact of donation funds

Wants to build partnerships / relationships with responsible 
scientific institutions

Increase diversity in scientific community

*taken from: https://www.gatesfoundation.org/

Showcase product / service to scientific community

Seeking solutions to issues related to specific diseases

*Motivation to Donate: 
Wants to shed light on specific major human diseases and 
accelerate cures by aligning with research-oriented 
organizations and connecting with scientists who are or who 
may research the disease.

Pain Points: 
Bill is not looking to donate on the website directly, instead 
he is reviewing it to vet the quality and reputation of the 
institution. This serves as a sort of social proof, if Bill sees 
other reputable companies similar to his on the donor list, 
he will be more convinced to donate. Additionally, he wants 
to know what incentives and options are available for his 
donation.



HOW WE MEASURE SUCCESS

KPIs



1. 20% increase in external traffic from web searches 

2. Increase percentage of people who responded “Strongly Agree” to this survey question “The Keystone 
Symposia website was easy to use and informative.” From 55% to 70% 

3. Increase in traffic from mobile devices (currently 16% over the past year) 

4. Decrease the bounce rate to less than 40% from the current 49% 

5. Increase registrations and reduce the number of pending, never completed registrations by at least 20% from 
the current 18% rate – a partial measure, we suspect, of an overly complex shopping cart 

6. Increase individual donations and increase number of leads / inquiries generated to the Development 
department from potential industry and foundation donors
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KEY PERFORMANCE 
INDICATORS



OTHERS DOING SIMILAR THINGS

Competitors
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GORDON RESEARCH 
CONFERENCES

An international forum for the 
presentation and discussion of scientific 
research at the frontiers of science. GRC 
conducts cutting-edge research in fields 
ranging from physics to neurobiology, 
material science to medicine.

https://www.grc.org/
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GORDON RESEARCH 
CONFERENCES ANALYSIS

Strengths Weaknesses

Brand is consistent across touchpoints Way finding can be confusing

Easy to use navigation Confusing use of color when applied to CTAs

Good use of imagery to help break up some of the text heavy sections

Nice imagery showing conference locations
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FASEB

FASEB is the largest coalition of 
biomedical research societies in 
the United States.
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FASEB ANALYSIS

Strengths Weaknesses

Lots of information regarding conferences Very cluttered interface and content 

Branding is consistent, along with fonts and general look and feel Confusing navigation

Registration process is clearly outlined High contrast and clashing color scheme makes it difficult to use

Poor way finding, difficult to find what you need

Complicated and busy layout with varying weights makes scanning difficult
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COLD SPRING HARBOR 
LABORATORY

Non-profit research and 
educational institution at the 
forefront of molecular biology, 
neuroscience, and genetics. 
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COLD SPRING HARBOR 
LABORATORY ANALYSIS

Strengths Weaknesses

Simple consistent color scheme Dated look and feel - non responsive

Obvious education / scientific focus Difficult way finding, lack of CTAs

Not a lot of imagery, very text heavy



SITES WE CAN LEARN FROM

Experiences 
We Like
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BROAD INSTITUTE

The site is content rich, but has clear wayfinding. 
Content and art direction help support the brand 
and convey what the institute does. The main areas 
of focus are clearly delineated straight on the home 
page. There are many opportunities to explore and 
learn more, but not too overwhelming or confusing. 
Overall visual design is consistent and well executed.

https://www.broadinstitute.org/



28

BROAD INSTITUTE 
ANALYSIS

Strengths Weaknesses

Simple, Clean Design Some pages are text heavy and busy

Conveys a strong scientific feel Large, complicated menu structure can make way finding difficult

Significant amounts of rich content

Strong scientific imagery
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ROAD SCHOLAR

The site displays multiple types of events and experiences. 
Content thoroughly conveys the essence of the experiences 
along with all essential information. The interface provides key 
details at a glance, but also allows for ample details when 
needed. Layouts used within individual events focuses on time 
and location as the main determining factors for organization 
and hierarchy. The interface is interactive and flexible, making it 
easy for users to explore the event of their choosing. The 
booking process is detailed and broken up into multiple steps. 
There are clear progress indicators throughout and 
supplemental information is easy to find.

https://www.roadscholar.org/
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ROAD SCHOLAR 
ANALYSIS

Strengths Weaknesses

Ease of Navigation Informal, more family-fun oriented

Easy to Scan, but still provides deep information Some pages are “busy” with a lot to click on

Registration / Booking process broken up into manageable steps

Good art direction with modern design aesthetic
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UNIWORLD

This site also displays a variety of different 
events and travel experiences. Simple and 
elegant design captures the overall 
experiences and events they are promoting. 
The booking process breaks big steps up 
into manageable chunks. All available 
options, requirements, and FAQs are clear 
and easy to locate.

https://www.uniworld.com/en/
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UNIWORLD ANALYSIS

Strengths Weaknesses

Simple, Elegant Design Somewhat busy design, lots to click on

Good use of imagery to capture event look and feel

Registration is streamlined and broken into manageable chunks

Options and requirements are easy to locate and understand



TERMS TO KNOW

Important 
Principles
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IMPORTANT 
PRINCIPLES

• Comps - or compositions. Pixel perfect designs of how the pages (or group of 
pages) will actually look. 

• Iterative design - A design methodology based on a cyclic process of prototyping, 
testing, analyzing, and refining a product or process. Based on the results of testing 
the most recent iteration of a design, changes and refinements are made. 

• Information architecture - The structural design of shared information 
environments. 

• KPI - Key performance indicator. Metrics we use to measure success. 

• Persona - Heavily researched and validated representations of a specific user group 
to help align strategy and goals. 

• Proto-persona - A variant of the typical persona, with the important difference 
that they are not initially the result of user research. Instead, they originate from 
brainstorming workshops where company participants try to encapsulate the 
organization’s beliefs about who is using their product or service and what is 
motivating them to do so.  

• Psychographics - Study of user's personality: values, opinions, attitudes, interests, 
and lifestyles. 

• Site map - Overall map of the structure of the interface's content, shows content 
and pages and where they stand in relation to each other 

• Style tile - Hard and fast rules to show the art direction of the site, based on the 
selected moodboard. This is the look of the site. 

• User group - People with similar goals when using an interface 

• User scenario - A number of stories and contexts for performing common tasks 
that the user would normally act out throughout the interface 

• Wireframes - Black and white or toneless layouts of the composition of each of 
the key pages. No design elements or art direction.



THE GENERAL WORKFLOWS THAT USERS WILL 
COMPLETE ON OUR WEBSITE

Jobs to Be Done
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JOBS TO BE DONE 
INTRODUCTION

The website workflows we have created are centered around key pieces of functionality and 
the tasks users will be completing to achieve their goals on the site. Some of the workflows 
will cover a high level step through of tasks, while others may branch off or be nested within 
certain steps in a process. These workflows will also inform our overall information 
architecture and site organization. As we move into more granular detail with information 
architecture, the workflows will reflect dependencies on timing and prerequisites. 
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• Conference registration 

• Scholarship application & approval 

• Managing individual user accounts / profiles 

• User Account info for Conf. Assistants 

• User Account info for Short Talk Speakers 

• User Account info for Program Faculty 

• User Account info for Organizers 

• Conference concept submission 

• Accessing and reviewing travel / lodging 
information  

• Promoting the Keystone Symposia brand while 
platforming donors, and key international 
partnerships, and showcasing the benefits of 
supporting the organization 

• Increasing individual donations 

• Getting support - self-service and customer 
service interactions

PRIMARY WEBSITE FEATURES
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CONFERENCE 
REGISTRATION

1 - View conference information 

Job to be done statement: User needs to register 
for a conference, review and submit all necessary 
info, and submit payment. Submission of Abstract 
includes submission of all requirements.

2 - Submit Abstract  
(optional)

4 - Request Invitation Letter 
(For International Visa Applications)

3 - Submit payment for 
conference / abstract

7 - Receive Confirmation

and

8 - Scholarship / Award Workflow 9 - Travel / Lodging Workflow

5 - Demographics Survey (optional)

6 - Liability / Consent Waiver
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CONFERENCE REGISTRATION
• View conference information  

General information regarding broad conference topics and pricing available. Also 
information pertaining to registering for the conference through non-digital means. 

• Submit / Re-Submit Abstracts * 
Allowing attendees to submit or re-submit an abstract for a specific conference they 
are registered for. 

• Submission of Payment for the Conference * 
Accept payment for conference attendees through the website. 

• Request Invitation Letter * 
Giving international users the means to request an invitation letter for Visa applications. 

• Receive Confirmation of Registration * 
Email or webpage redirection of confirmation of registration / registration success.

* Represents a workflow that will require a user to be logged in.
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CONFERENCE REGISTRATION (CONTINUED)
• Participate in a Survey * 

Help develop information on the user base by allowing users to participate in an 
optional demographics survey as well as information regarding how they found out 
about Keystone Symposia Conferences. 

• Submission of the Liability and Consent Waiver * 
A standard legal form absolving Keystone Symposia of any wrongdoing in terms of 
physical liability. 

• Donate (as an individual) to Keystone Symposia * 
Allow users to donate as an individual to Keystone Symposia. 

• Find Lodging & Travel Options * 
Once application is complete and payment is received the user will need to book 
travel and lodging accommodations during the conference.

* Represents a workflow that will require a user to be logged in.
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SCHOLARSHIP & 
TRAVEL AWARDS 2 - View Scholarship Opportunities for Conferences

Job to be done statement: User needs to Apply 
for a Scholarship, Travel Award or other 
Monetary Assistance. 3 - Apply Online 4 - Download Application 

(Early-Career Investigator Travel Awards 
and the Fellows program.)

5 - Submit Application for Scholarship

6 - Approval or Denial of Scholarship

and/or

7 - Travel / Lodging Workflow
41

(Scholarship, Underrepresented Trainee 
Scholarships and GlobalHealth Travel Awards.)

1 - Eligibility questionnaire to help users find relevant 
opportunities to them
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• Apply for a Scholarship for a Conference * 
Begin the application process / continue the application process for a scholarship.(Show % completed) 

• Eligibility Questionnaire to help users select Scholarships * 
Allow users to either navigate through available scholarships or let them answer a few questions regarding the nature of their attendance 
to help them narrow down the options 

• Apply for a Global Health Travel Award for a Specific Conference * 
Begin the application process / continue the application process for a Global Health Travel Award relevant to conference. (Show % 
completed) 

• Request Invitation Letter * 
Giving international users the means to request an invitation letter for Visa applications 

• Learn About Diversity in Life Science: Early Career Investigator Program & The Fellowship Program 
Allow users to read about the Life Science: Early Career Investigator Program and the Fellowship Program and download the application 
materials for each respectively

SCHOLARSHIPS & TRAVEL AWARDS

* Represents a workflow that will require a user to be logged in.
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USER ACCOUNTS 
AND PROFILES 2 - View Profile Information 

Job to be done statement: User needs to have all 
relevant information to their Keystone Account 
in one place for easy access. Should provide 
relevant information for the status of conference 
registration, scholarships and community 
information.

3 - Show Registered Conferences (% Complete)

4 - Scholarships 
(% Complete)

5 - View Conference 
Abstracts 
(For registered conferences)

and/or

7 - Donate to  
Keystone Symposia

8 - Edit Your Profile

6 - Scholarship 
Workflow

and/or

1 - Profile Registration (Create Profile)
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USER ACCOUNTS & PROFILES
• View Registered Conferences * 

View conferences that the user has registered for or show percentage completed if the 
registration isn’t completed. 

• View / Apply for relevant Scholarships * 
Allow users to view scholarships / travel awards for conferences. 

• View Registered Conference Abstracts / Information * 
If users have registered for any conferences show the abstracts submitted, attendee list 
and other conference details. 

• Edit Profile Information, Abstracts and Viewable Status * 
Allow users to edit their profile, change relevant information (email), edit their abstracts 
and adjust their abstract status as either viewable or not.

* Represents a workflow that will require a user to be logged in.
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CONFERENCE ASSISTANT 
(USER PROFILE)

1 - Sign Liability Waiver
Job to be done statement: User needs to be 
notified about their role as a conference assistant 
and will need to perform a few additional profile 
setup tasks (Involving legal waivers and 
reimbursement info)

2 - View Documentation for Conference 
Assistant Responsibilities

3 - Reimbursement Form and Status

45

4 - Demographic Survey
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• Sign Liability Waiver 
A standard legal form absolving Keystone Symposia of any wrongdoing in terms of physical 
liability. 

• View Documentation for Conference Assistant Responsibilities 
Copy content informing the conference assistant as-to what their duties are and what they are 
responsible for. 

• Reimbursement Form and Status 
The information regarding reimbursement to the conference assistant for lodging / travel. 
Contains the information in regards to the status of the reimbursement application. 

• Demographic Survey 
Standard demographic survey that collects information for Keystone to use for grants.

CONFERENCE ASSISTANT (USER PROFILE)

All these workflow steps require a user to be logged in.
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SHORT TALK / WORKSHOP 
SPEAKER (USER PROFILE)

2 - Edit Talk / Workshop Information

Job to be done statement: User needs to accept 
the role as a short talk / workshop speaker and 
complete the requisite information in order to 
participate as a short talk speaker successfully. 
Generally speaking the short talk / workshop 
speakers will be selected from the abstracts 
submitted to the conference by the conference 
organizers and co-organizers.

3 - Fill Out Contact 
Information

5 - Sign Up Assistant 
(Optional)

6 - Participate in 
Demographic Surveyand/or

1 - Accept or Deny Short Talk

4 - Consent & Liability 
Waiver

7 - Download Marketing Materials

and
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SHORT TALK / WORKSHOP SPEAKER (USER PROFILE)

• Accept or Deny Short Talk / Workshop Speaker Role 
Prompt to request the user participate in the conference as a short talk speaker based on the poster abstract they 
submitted (generally). 

• Create or Edit Short Talk / Workshop Information 
Allow the speaker to edit / create their talk title and mention any audio or video needs 

• Edit Contact Information 
Ensure that Keystone has the most up to date contact information for this short talk speaker user. 

• Sign up Assistants (Optional) 
Allow short talk speakers to sign up any of their assistants. 

• Download Marketing Materials 
Allow the short talk speaker to download the conference flyer and banner

All these workflow steps require a user to be logged in.
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PROGRAM FACULTY 
(USER PROFILE)

Job to be done statement: User needs to 
accept the program faculty role, then prepare 
all the requisite materials for his/her 
presentation.

49

1 - Accept or Deny Program Faculty Role

2 - Edit Program Information

3 - Submit Talk Abstract

4 - Fill Out Contact 
Information

6 - Sign Up Assistant 
(Optional)

7 - Participate in 
Demographic Surveyand/or

5 - Consent & Liability 
Waiver

and

8 - Payment / Subsidy Information

9 -Suggest Marketing 
Information

10 - Download Marketing 
Materialsand/or11 -Speaker Lodging Link
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• Accept or Deny Program Faculty Role  
Allow the user to select if they would like to participate as a primary speaker for the conference. 

• Edit Program Information 
Allow the speaker to edit / create their talk title and mention any audio or video needs 

• Submit a Speaker Abstract 
The ability to create and submit a speaker abstract on his speaking topic without requiring payment for submittal. 

• Payment / Subsidy and Reimbursement Information 
Give the speaker the ability to pay for travel expenses / lodging but then contact Keystone through the website for reimbursement. Also show status of reimbursement funds 

• Suggest Marketing Information 
Allow speakers to suggest marketing information for the conference through a online form submission 

• Download Marketing Materials 
In addition to the meeting banner and flyer, the speaker also has the meeting document and meeting slide for download. 

• Speaker Lodging Link 
Speakers aren’t required to stay the full length of the conference if they have prior commitments. This link allows speakers to book a shorter amount of time than regular attendees

PROGRAM FACULTY (USER PROFILE)

All these workflow steps require a user to be logged in.
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ORGANIZERS &  
CO-ORGANIZERS  

(USER PROFILE)

2 - Select Short Talk Speakers

Job to be done statement: User needs to select 
from the attendees / abstracts a list of short 
talk / workshop speakers and organize the 
marketing materials for the event.

3 - Program Faculty Workflow 
(If Speaking)

5 - Search Speaker / Candidate 
Databases to Fill in Program Roster

6 - View Speaker 
Responses

and/or

1 - View Meeting Statistics / Abstracts

4 - Select Scholarship 
Recipients (Organizer)

7 - Download / Suggest 
Marketing Materials

and/or

8 - Speaker Booking Link 
(Fewer Days)and/or



52

ORGANIZERS & CO-ORGANIZERS 
(USER PROFILE)

• View Meeting Statistics & Abstracts 
View conference abstracts that have been submitted, as well as standard conference statistics such 
as attendees, speakers and workshops. 

• Select Short Talk / Workshop Speakers 
Organizers & Co-Organizers select conference short talk and workshop speakers from the list of 
submitted abstracts (generally) or request specific people attend to participate in short talks. 

• Program Faculty Workflow 
If an organizer or co-organizer is participating in the meeting as a speaker they will have to follow the 
program faculty workflow (previous) in addition to their organizer workflow. 

• View and Accept Scholarship Applicants (Organizer) 
Generally only done by the primary conference organizer (but can be delegated to co-organizers if 
needed) this allows the organizer to select who receives a scholarship to attend the meeting.

All these workflow steps require a user to be logged in.
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ORGANIZERS & CO-ORGANIZERS 
(USER PROFILE) - CONTINUED

• Search Speaker / Candidate Databases for Additional Speakers 
Allow the organizer to search through the Keystone Symposia speaker database to find replacement / 
additional speaker participants (if necessary). 

• View Speaker Responses 
Organizers & Co-Organizers are able to view what speakers have accepted the role and which have 
denied. This allows them to fill the conference roster out using the above mentioned database. 

• Program Faculty Workflow 
If an organizer or co-organizer is participating in the meeting as a speaker they will have to follow the 
program faculty workflow (previous) in addition to their organizer workflow. 

• Speaker Booking Link (Fewer Days) 
Speakers aren’t required to stay the full length of the conference if they have prior commitments. 
This link allows speakers to book a shorter amount of time than regular attendees

All these workflow steps require a user to be logged in.
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CONFERENCE 
CONCEPT SUBMISSION

1 - View Examples of Conferences

Job to be done statement: User needs to 
submit a concept for a new life science 
conference to Keystone Symposia.

2 - Read Concept Submission Guidelines 

3 - Submit a Concept Using a Online Form

54

4 - Receive Conference Concept Feedback
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• Showcase Conference Concept Examples  
Use the website to showcase a few examples of conference concept submissions 
and possible current conferences that were submitted in such a way. 

• Overview of Conference Concept Submission / Guidelines 
Copy content related to submitting a conference concept, the process of getting 
it approved and then execution. 

• Submit a Conference Concept Form 
Standard contact form with qualifying form information along with requisite 
upload areas for submission requirements.

SUBMIT A CONFERENCE CONCEPT



56

TRAVEL & LODGING 
INFORMATION

1 - View Conference Information 

Job to be done statement: User needs to 
arrange accommodations for themselves (and 
family) while attending the conference. This 
includes both making travel arrangements and 
finding lodging. 

3 - Make Travel 
Arrangements

4 - Make Lodging 
Arrangements

5 - Find a Roomate 
(Bulletin Board)

and/or

6 - Find Childcare 
(Bulletin Board)
(optional)

2 - Learn About Conference Location

(optional)
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TRAVEL AND LODGING INFORMATION
• Complete Conference Registration Redirect * 

When a user completes conference registration direct the user into lodging and travel 
information related to that conference. 

• Read Guidelines for Travel Awards 
Allow users to view the guidelines for the for the Early Career Investigator Travel 
Award and the Global Health travel award (along with links to either download the 
application materials or apply). 

• Bulletin Boards (Child-Care & Roommate) * 
Give users the ability to search for roommates or child-care for specific conferences 
when participating. 

• Explore Travel Features and Sights 
Allow the conference location to showcase resort features (skiing, hiking, etc.) as well 
as amenities and family activities. Including information on discounts available to 
conference attendees.

* Represents a workflow that will require a user to be logged in.
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PROMOTING 
PARTNERSHIPS

Job to be done statement: User needs to 
research and find a good partnership for their 
corporation, foundation or government to 
donate to, while receiving optimal benefits.
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1 - View Corporate, Foundation and 
Government Partners

2 - Learn About Beneficiaries of Donations

3 - Research Benefits of Donating

4 - Contact Keystone Symposia to Develop 
A Foundation / Corporate / Government Partnership
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• Learn About Foundation, Corporate and Government Partners 
See examples of case studies where foundations or corporate sponsors have helped and/
or showcasing donor levels and foundation partnerships. 

• Explore Information Regarding the Future of Science Fund 
Giving users a chance to explore how Keystone uses the donated funds to benefit 
younger generations and workflow to sign-up. 

• Finding Out About Benefits of Partnering with Keystone 
Letting users read about the benefits in brief on the website and giving them the option 
to download a brochure for additional information. 

• Contact the Development Team 
Once a user has decided to become a institution partner, they will need to reach out to 
Keystone Symposia’s development team, either through a contact form or phone call.

PROMOTING PARTNERSHIPS (CORPORATE DONATIONS)
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INDIVIDUAL 
DONATIONS

Job to be done statement: User needs to 
Donate as an individual to Keystone Symposia.

1 - User Profile 2 - Conference 
Registration

3 - Why Donate To Keystone?

or

4 - Contact Development 
Department to Honor a 

Family Member

5 - Individual 
Donationand/or

6 - Make Donation
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• Donate through Multiple Touch-Points 
Allow users to donate to Keystone Symposia through a variety of touch-points, for instance; 
signing up for a conference, through their profile, through contextual linking and via the 
support page. 

• Donate to Honor a Family Member 
Give users the ability and information about donating to honor a family member / friend with 
a named scholarship or fund. Cannot be completed online, but requires a donor to contact 
the Development Department of Keystone Symposia directly. 

• Learn how Donations help Keystone Symposia 
Showcase the variety of ways Keystone uses the donations from individuals to help further 
their mission as well as diversity in the scientific community.

INDIVIDUAL DONATIONS

* Represents a workflow that will require a user to be logged in.
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ATTENDEE SERVICE 
& SUPPORT

Job to be done statement: User has run into an 
issue within a website workflow (Conference 
registration, scholarship application, donations, 
etc.) and has a question how to proceed. User 
needs to reach out to Keystone for assistance.

1 - Conference 
Registration

2 - Scholarship 
Workflow

3 - Frequently Asked Questions / Common Issues

4 - Contact Attendee Services

and/or

5 - Contact Form (eMail) 
or Phone Number
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• View Frequently Asked Questions 
Have a series of pages that allow users to answer the most common questions regarding 
the several application process and conference registration. 

• Contact Attendee Services (chat) 
Contact attendee services (either by phone, email or chat prompt) regarding questions 
during the conference sign-up process, group registration or any other questions 
regarding applications or otherwise. 

• Email Attendee Services 
Using a basic contact form to allow users to easily contact Keystone Symposia’s 
customer service team with any non-urgent questions.

ATTENDEE SERVICE AND SUPPORT



Thank You!


