CROSSROADS PAVILION

EVENT CENTER

JOB DESCRIPTION

Assistant General Manager
 Job Title: Assistant General Manager
Reports to: Crossroads Pavilion General Manager
FLSA Status: Full Time, Exempt
Job Summary
Manage operational and administrative functions to produce events from conception through completion. Supervise part-time employees, and responsible for overall direction and coordination of these employees. Required to work all hours—days, nights, weekends & holidays.  Required to work events.  Continued hours of work may be long and varied.
The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
Event Manager Duties and Responsibilities:
· Oversee all aspects of event planning and management.
· Preparing and executing a detailed outline of the event needs.
· Managing and overseeing events on the day of, including problem solving, welcoming guests, directing event set-up, communicating with staff, organizing vendors, and managing take-town
· Maintain on-going relationships and communication with clients, customers, exhibitors, show staff, and the general public for positive guest relations.

· Proactive approach to handling issues and troubleshooting any emerging problems the day of an event
· Maintains the preventative maintenance program for maintenance service areas and equipment; repairs or arranges for the repair of maintenance and material handling equipment.
· Recruit, train, supervise, direct and exercises general supervision over skilled and semi-skilled employees. Work with the staff to ensure the facility’s goals, mission, and vision are accomplished with teamwork.

· Assist with creating and implementing effective marketing.
· Create sales opportunities for future events with client liaisons, and during events. 
· Maintain Social Media platforms such as webpage, Facebook, Instagram and Pinterest.
· Prepare and distribute cash change drawers and stand sheets for beverage operations.

· Receive and audit cash change drawers and stand sheets after events for beverage operations. 
· Oversee financial management and appropriate handling of receipts and deposits. Tabulate receipts and balance accounts.
· Performs all other duties, functions and special projects as assigned by the General Manager.
Qualifications:

· Experience in the hospitality, meeting/convention, or event planning is preferred; significant work experience can substitute for the degree.

· Self-motivation, enthusiasm and willingness to learn. 

· Excellent people skills to work with the public.

· Ability to multitask and prioritize in a fast-paced professional environment. 
· Excellent time management and communication skills, written and oral. 
· Ability to build, lead, and motivate a team of skilled and un-skilled employees, including permanent, part-time and temporary employees. 
· Must have the ability to work well within time limits to plan, resource, and oversee events with minimal supervision and establish priorities
· Proficient in Microsoft Office
Certificates, Licenses, Registrations:

Willingness to obtain necessary certifications and licenses if needed.

Language Skills:
Ability to speak and understand English.

Ability to read, interpret and execute documents and programs such as safety, operating and maintenance instructions, and procedure manuals furnished in written, oral, diagram and schedule form.  

Ability to interpret and work from sketches, diagrams, technical orders and manufacturer’s manuals and specification handbooks.

Ability to write and maintain routine records and reports.

Ability to deal effectively and courteously with venue patrons, clients and co-workers.
Reasoning Ability:

Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form;  ability to remember previously learned material such as specifics, criteria, techniques, principles, and procedures ;  ability to grasp and interpret the meaning of material;  ability to use learned material in new and concrete situations;  ability to break down material into its component parts so that its organizational structure can be understood; ability to recognize casual relationships, discriminate between behavior mechanisms, and identify elements that are relevant to the validation of a judgment;  ability to put parts together to form a new whole or proposed set of operations; ability to relate ideas and formulate hypotheses;  ability to judge the value of material for a given purpose on the basis of consistency, logical accuracy, and comparison to standards; ability to appraise judgments involved in the selection of a course of action; ability to identify choices and potential outcomes, determine importance of outcomes, combine information to prioritize options and make decision based on best and most important choice.  
Physical Demands:

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this position.

While performing the duties of this job, the employee is regularly required to reach with hands and arms and talk or hear.

The employee frequently is required to stand, walk, sit, and use hands to finger, handle, or feel.

The employee is occasionally required to climb or balance and stoop, kneel, crouch or crawl.

The employee must regularly lift and/or move up to 50 pounds and frequently lift and/or move up to 100 pounds.

Specific vision abilities required by this job include close vision, distance vision, color vision and ability to adjust focus.

Work Environment:

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is occasionally exposed to hot or cold temperatures and elevated noise levels, depending on the nature of a particular event.

Requires the ability to work a varied schedule under diverse conditions and according to sometimes stringent time schedules.  Hours worked will vary due to the demands of the event schedule, operational changeovers/conversions and other related activities that are a part of the operation of the venue.  The schedule will include a mix of day, night, and weekend hours.

The above statements are intended to describe the general nature and level of work being performed by the person assigned to this position.  They are not intended to be an exhaustive list of all responsibilities, duties, and skills required of personnel so classified.  Further, this job description is not intended to limit or in any way modify the right of any supervisor to assign, direct, and control the work of any employee under his/her supervision.  I understand that employment is at the will of the employer and either the employer or the employee may at any time terminate the employment with or without cause.

I have read and understand the Job Description and confirm that I meet the minimum job requirements and can perform the primary job responsibilities as stated for this position.

_________________________________

_____________________

Employee Signature





Date
