CROSSROADS PAVILION
EVENT CENTER
Job Description
EVENT CENTER GENERAL MANAGER
Recommended December 26, 2018 by Crossroads Pavilion Board and affirmed by
Sheldon City Council on January 2, 2019.
______________________________________________________________________
Job Title:
Event Center General Manager
Reports To: City Manager
FLSA Status: Full Time
SUMMARY
Directs and coordinates event staffing, event coordination and facilitates services for the City of
Sheldon event center by performing the following duties personally or through temporary staff.
QUALIFICATIONS
• Experience in the hospitality, meeting/convention, or event planning business world,
preferred.
• Formal training or educational background in the hospitality field a plus.
• Excellent written and oral communication skills
• Ability to multitask in a fast paced professional environment.
• Sales skills to help lead and meet the sales needs for the SCP.
• Ability to build, lead and motivate a team of un-skilled and skilled professionals.
• Experience working with a volunteer Board of Directors a plus.
• We are looking for a LEADER to lead and grow the SCP.
• Performs other duties, functions and special projects as assigned by the City Manager.
MANAGEMENT RESPONSIBILITIES
It will be the Sheldon Crossroads Pavilion General Manager’s responsibility to:
• Promote, organize, coordinate and schedule events
• Create and build a marketing and sales plan for the SCP, then sees that the SCP goals,
expectations and budget is carried out successfully.
• Hire, train and motivate any and all staff in accordance with the sales and marketing plan
and the SCP budget.
• General Manager and/or designee will be expected to work evenings and weekends. It’s
important to remember, you are the one person responsible for making it all happen.
• The General Manager and/or designee are expected to promote the SCP to a variety of
potential clients for a variety of uses. The GM will advertise, market, make cold calls,
make presentations, call on customers, and provide other communications as necessary to
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ensure a high level of activity and use of the facility for different types of events
including banquets, meetings, weddings, conferences, concerts, etc.
The GM and/or designee is expected to meet with potential and actual clients and learn
about the purpose and expectations for an event, which may include follow-up meetings,
phone calls, e-mail, or other communications as necessary to review event client’s
arrangements and to address any concerns or changes that may arise.
It is imperative to have excellent listening and communication skills during each client
meeting or communication. The GM will provide potential and actual clients with
accurate cost proposals for use of the facility.
The GM is responsible for the scheduling and booking of all events and activities.
Accuracy is of highest importance.
The GM and/or designee are responsible for the operation and maintenance of all
building equipment and technology services and other offered equipment. They must
know how to operate and troubleshoot the operation of all such equipment.
Maintain Social Media platforms such as web page, Facebook, Instagram and twitter.
Manages the overall operation of the ticket office and provides for the ordering, sale, and
accounting for all tickets sold for events at the building.
• Assures the proper accounting of all money collected for ticket sales.
• Supervises the selection, training, safety and discipline of all ticket office personnel.
• Prepares ticket office reports for event settlements and assists in settlement with
promoters.
• Process group sales orders.
• Handle complaints, ticket problems and customer service issues in a fair, professional
and courteous manner.
Oversees Events Center personnel services, including benefits, personnel policy, and
compliance with personnel laws and regulations and City policies.

SALES & MARKETING
•
•
•
•
•
•

The GM is responsible for building a sales and marketing plan for the SCP. This plan
needs to be workable, function well and with success as well as being measurable.
The sales and marketing plan needs to be built to insure a solid sales start for the SCP,
then after 12 months it needs further development and updating to ensure long term sales
success.
Sales needs to be looked at locally, area wide, regionally then on a larger basis.
Included in the sales and marketing plan is internal sales. What is being done inside of
the SCP to sell and tell the facility and its services as well as outside of the building
complex to accomplish all sales and marketing goals.
Everyone that works at the SCP will need to accept that they are salespeople for the
facility. Sales is paramount for the facility to be successful.
Part of this plan will include the GM and/or designee to make sales calls, make public
and regional presentations on the new SCP and its facilities. This could and would
include cold calls, calls on new potential customers and manage any communication
pertaining to the new SCP.
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Sales and marketing strategies need to be developed to sell and secure weddings, business
functions, banquets, trade shows, concerts and music events, but is not limited to these
types of functions solely.
The GM will identify outside vendors to partner with the SCP to provide catering,
photography, decorating, entertainment services, and any other service provider required
to meet expectations of clients.
The GM and the sales team will be expected to meet with potential clients to learn the
expectations of the customer; this can include follow-up meetings and communications. It
is important that post function comminutions be planned and managed.
Along with City of Sheldon, the GM will create the cost and rates for all events.
SCP rent, food and beverage. This is done while looking at what the competition charges
but also what market will allow. The rates need to be competitive, but also allow for the
SCP’s working budgets to be successful.
The GM will be responsible for the scheduling and booking of all events.

BOARD OF DIRECTORS
• The GM will work hand in hand with the SCP Board of Directors, which consists of 7
individuals. Five are appointed by the Mayor, and two are City Council members. The
Board was created by Chapter 29A of the Sheldon Municipal Code, and serves as a
recommending body regarding the operation of the facility.
• Training will be important for the SCP Board members. They will be trained as to the
function of this Board, the functioning of the SCP, as well as training on the operation,
sales and marketing for the SCP. The GM is responsible for coordinating this training
with Board Leadership and the City Manager.
EMPLOYEE TRAINING & TEAM BUILDING
• The GM will work with the City Of Sheldon and the SCP on the hiring and scheduling of
any full time or part time staff for the SCP. Such areas that could be included may be:
sales-marketing, maintenance, bartenders and servers, cleaning, event set-up or any other
SCP needs.
• The GM builds a staffing structure/schedule to track hours and staff schedules to ensure
that all services being offered at the SCP are being met and the staffing budget(s) are in
line.
• The GM will hold a minimum of monthly staff training/communication sessions to make
sure everybody is working together and that maximum efforts and services are being
attained.

FINANCIAL MANAGEMENT & CONTROLS
• The GM monitors and tracks all finances associated with the facility including receipts,
expenses and payroll.
• On a monthly basis the GM will meet with the City Manager to review finances and
budgets to ensure all is working as it was designed to do.
• The GM is expected to keep accurate records of all finances and use of the facility. They
ensure that payment policies are being met and proper invoicing and collection of rental
monies and deposits are being made daily.
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Any question pertaining to budget or financial procedures should be sought out promptly
with the City Manager.

BUILDING-FACILITIES MANAGEMENT
• The GM and/or designee are responsible for the building operation and maintenance.
They are to ensure that it is kept clean and looking processional at all times. It has to be
“sales ready” on a continual basis.
• The GM and /or designee is the person responsible for opening the building on a daily
basis and to make sure it is properly shut down and secured following events and normal
daily operations.
• Makes sure the building’s inventory is secure and only assessable by the proper staff.
• The GM and/or designee know when the building is in use and used by whom and make
sure the proper monitoring of the facility is in place.
EDUCATION AND/OR EXPERIENCE
• Bachelor’s degree from four-year College or university with three to five years
experience in managing/coordinating events in a convention and/or conference center; or
equivalent combination of education and experience. Knowledge of marketing and
branding concepts.
• Two years of general business accounting experience is preferred.
• Knowledge of and proficiency in payroll processing and related reporting.
• Knowledge of and proficiency in accounting software.
• Working knowledge, proficiency and expertise with MS Office programs.
• Demonstrated knowledge of generally accepted accounting principles.
CERTIFICATES, LICENSES, REGISTRATIONS
Applicant must possess current, valid driver’s license.
Maintain Liquor License for the facility and train all bartenders to meet state law.
LANGUAGE SKILLS
Ability to read and interpret documents such as safety rules, operating and maintenance
instructions, and procedure manuals. Ability to write routine reports and correspondence.
Ability to deal effectively and courteously with lessees, user groups, their representatives and the
general public.
MATHEMATICAL SKILLS
Ability to add, subtract, multiply, divide in all units of measure, using whole numbers, common
fractions, and decimals. Ability to compute rate, ratio, and percent and to draw and interpret bar
graphs.
REASONING ABILITY
Ability to solve practical problems and deal with a variety of concrete variables in situations
where only limited standardization exists. Ability to interpret a variety of instructions furnished
in written, oral, diagram, or schedule form.
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PHYSCIAL 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 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 regularly required to stand; reach with
hands and arms; climb or balance; stoop, kneel, crouch, or crawl; and talk or hear. The
employee frequently is required to walk. The employee is occasionally required to sit. The
employee must regularly lift and/or move up to 50 pounds and occasionally lift and/or move
more than 100 pounds. Specific vision abilities required by this job include close vision,
distance vision, color vision, peripheral vision, depth perception, 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 moving
mechanical parts and high, precarious places. The employee is occasionally exposed to fumes or
airborne particles, toxic or caustic chemicals, outside weather conditions, risk of electrical shock,
and vibration. The noise level in the work environment is usually moderate, but there will be
cases where the noise level is loud to extremely loud.
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 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

Exhibit: Chapter 29A of Sheldon Municipal Code, entitled “Crossroads Pavilion Board”.
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