
Western Kentucky University

Position Description

Position Title: Assistant Manager of the Conference Center
FLSA Category: Exempt
Date: May 2007
Salary Grade: 108
Purpose of Position 

The Assistant Manager of the Conference Center is responsible for assisting the Conference Center Manager in the successful operations of the Knicely Conference Center, including assisting the supervision of the Events Associates and set up staff.
Primary Job Functions

The following duties are customary for this position, but are not to be construed as all-inclusive.  Duties may be added, deleted, and assigned based on management discretion and institutional needs.

· Fully responsible for the accurate set up of each event including the provision of audiovisual and technological needs for all events held in the conference center and any other venue under the direction of the conference center.
· Assists the Manager in the development and implementation of sales and marketing opportunities on a local, regional and national level by actively participating in professional associations related to conference center activities.
· Partner with DELO Marketing, under the direction of the Conference Center Manger, to further develop a sales and marketing a plan that will maximize the utilization of the Carroll Knicely Conference Center and its available resources.

· Responsible fore excellence in customer service on weekend and evening shifts and performs other duties as indicated by the Knicely Center.

· Act as Manager in the absence of the absence of the Conference Center Manger in order to ensure excellence in customer service and satisfaction.

· Supervise set up staff, working with and training to ensure accurate set up of events fore customer satisfaction.

· Responsible for customer satisfaction during shifts worked and expected to make decisions regarding customer service and satisfaction on behalf of the University and the Knicely Center 

· Responsible for the scheduling of the conference set up staff in order to cover all needs for the conference center clientele.

· Responsible for the organization of all conference storage areas and audiovisual equipment storage, working with the set up staff.

· Perform some light maintenance and repair of audiovisual technology as necessary.

Secondary Job Functions

· Assist the Manager and Marketing Department in the overall planning, development and implementation of marketing plan to promote the use of the Carroll Knicely Center and its services.
· Work with Manager to identify and attend regional and local trade show and association opportunities for future business development.

· Prepare proposals per Conference Center guidelines for prospective and current customers.
· Assist the Manager with communication between clients and services providers in order to insure that services capabilities and clients’ expectations are consistent.

· Perform other duties as directed by the Conference Center Manager.

Assistant Manager of the Conference Center
Minimum Training and Experience Required

Bachelor degree preferred in business or management and/or a minimum of 2 years management experience in the hospitality industry or service industry.
Knowledge and Skills Required
Basic knowledge and used of computers; Knowledge of audio visual and light maintenance; customer service skills required; Supervisory skills.
Physical and Mental Abilities Required

Must be able to work a flexible schedule with day, nights, holidays and weekends required; stand for excessive periods of time; lift at least 50 pounds repetitively; manage multiple tasks simultaneously; handle customer complaints in a timely and professional manner; interact with a variety of people including “hard to please” customers; travel, staff exhibits at trade shows and meet with potential client in and away from the Carroll Knicely Conference Center; work as a self starter and autonomously in a team environment; give direction to, staff and clients of Knicely Center; and receive direction form Conference Center Manager, Dean of DELO and Clients of the Center.
Organizational Relationships

Position reports to the Manager of Conference Center.
Performance Expectations

The duties and responsibilities of this position must be performed in a competent manner following the highest standards of professionalism, integrity, accountability, responsibility, cooperation, and customer service. 
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