

Western Kentucky University

Position Description

Position Title: Conference Center Manager
FLSA Category: Exempt
Date: May 2007
Salary Grade: 109
Purpose of Position 

The Conference Center Manager is responsible for providing supervision and leadership for the Carroll Knicely Conference Center staff and provides sales and service expertise to conference clientele. The Manager works with the various departments of WKU and local and regional customers to provide outstanding meeting and conference facilities.
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.

· Directly supervises the conference center employees,
· Ensures that the facility is optimally maintained,
· Coordinates catering and facility resources to ensure the needs of clients and conference attendees are met.
Secondary Job Functions

· Coordinates and supervises the duties of conference Center staff.
· Coordinates building services and maintenance to ensure a high quality facility.

· Creates and implements sales and marketing plan.

· Works with clients to establish and meet needs for conference facilities and food services.

· Customer service—support for conference clients, equipment set up, coordinate food services, and address special needs.

· Manage Conference Center budget.

· Prepares performance evaluations for staff members.

· Develops strategic plan and assessment for Conference Center.

· Participates in DELO committees and activities.

Minimum Training and Experience Required

Four year college degree, Business Administration or Management preferred and/or management experience within a service industry; Basic computer skills in database and office software, supervisory skills, and sales and customer service skills also necessary.
Knowledge and Skills Required
Knowledge of word processing software and database software; knowledge of budgets; ability to communicate well verbally and in writing; ability to maintain and operate office and conference presentation equipment.
Physical and Mental Abilities Required

Requires the willingness to work extended hours, weekends, and holidays; must be able to work with “hard to please” customers and make them feel special; requires attention to detail and a willingness to assist staff when necessary.
Organizational Relationships

Position reports to the Dean of the Division of Extended Learning and Outreach.
Conference Center Manager
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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