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Job Number:  0765

Job Title:
BUSINESS/EVENT DEVELOPMENT COORDINATOR
Date:

03-2021
Primary Reason Classification Exists
To perform various administrative and technical duties in the marketing, business development, sales prospect and event planning for the Community House.    
Distinguishing Features of the Class

An employee in this class provides administrative and technical support and markets, sells and coordinates the event space on behalf of the Morganton Community House. Responsible for all elements of event planning, including identifying event logistics and negotiating contracts. Employee coordinates event logistics, proactively communicate event information to the team, and set clear expectations for event delivery. Must work well under pressure, are able to manage multiple activities simultaneously, and re-prioritize efforts when plans change or the need arises. Emphasis of the work is being the point of contact for the customer and ensuring all details for events are in order and in compliance with department and city rules and regulations regarding the use of the Community House.  Employee is responsible for marketing and gaining new business through networking, cold calls, magazine ads, social media, etc.  An employee in this class meets and speaks with the public and work requires the use of judgment, tact, and discretion. Work requires thorough knowledge of department and City operations and requires independence and initiative. Work is performed under general supervision and is evaluated through observation, conferences, attainment of sales goals and the quality and effectiveness of work completed.

Duties and Responsibilities
· Meets with customers in person, via telephone or email regarding facility information, uses, purposes, contract fees, etc.
· Creates contracts for each event with menu and all event details and pricing

· Sets monthly, quarterly and annual sales goals
· Prepares detailed event reports, including sales data worksheets, cost projections and other financial metrics. 
· Analyzes and reconciles disparate event details, and consolidate the information into actionable event plans.
· Markets the Community House through events with the Chamber of Commerce, social media, magazine ads, etc.

· Supervises events to ensure compliance with department and city rules and regulations and event contract specifications

· Sets up events in accordance with customer needs and contract specifications

· Codes all non-food expense invoices

· Daily maintenance and entries on shared calendar for community house

· Creates monthly sales reports
· Performs other related duties as required.
Knowledge, Skills, and Abilities

· Possess high-energy and be creative
· Possess excellent customer service and sales skills

· Skilled in problem-solving

· Thorough knowledge of modern office practices and procedures including automated office systems including word processing, data base management, spreadsheet design and usage, specialized technology applications, website documents and other related resources
· Thorough knowledge of English grammar, punctuation, vocabulary, and spelling
· Considerable knowledge of department and city rules and regulations regarding Community House functions and operations
· Ability to organize work to achieve optimum results and manage work time and priorities
· Ability to communicate effectively in person and by telephone
· Ability to gather and compile materials and provide basic information and instructions on event requirements based on inquires
· Ability to establish and maintain effective working relationships with the general public, supervisors, municipal officials, and other employees
Physical Requirements

Must be able to physically perform the basic life operational functions of climbing, balancing, stooping, kneeling, crouching, crawling, reaching, standing, walking, pushing, pulling, lifting, feeling, talking, hearing, and repetitive motions. Must be able to perform light work exerting up to 20 pounds of force occasionally and or a negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects. Must possess the visual acuity to determine accuracy, neatness and thoroughness of assigned work or to make general observations of facilities.
Working Conditions

Work in this class is performed primarily in an environmentally controlled office setting; however, the employee is subject to noise requiring the employee to shout in order to be heard above the ambient noise level.
Education
Graduation from high school; an Associate’s Degree in business and/or Certified Meeting Planner (CMP) certification or equivalent combination of education and experience
Experience
Six (6) months to one (1) years of responsible marketing, sales, event administrative support experience 
Special Requirements
Valid North Carolina driver license

FLSA Status: Non-Exempt
Disclaimer
This classification specification has been designed to indicate the general nature and level of work performed by employees within this classification. It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities, and qualifications required of employees to perform the job.  The City of Morganton reserves the right to assign or otherwise modify the duties assigned to this classification.
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