
JOB DESCRIPTION

POSITION TITLE

Director of Conferences and Special Events



REPORTS TO:

Vice President for Advancement and College Relations

PRIMARY FUNCTION: 
The Director of Conferences and Special Events plans and executes on- and off-campus events and other functions for the purpose of promoting the college, its educational mission, and the cultivation of various constituencies.  This involves working cooperatively with other offices and departments of the college, such as the President’s office.  The director also oversees the director of guest conferences and the director of internal conferences.

AREAS OF RESPONSIBILITY:


1. 
Oversee management and organization of the Office of Conferences and Special Events including the director of guest conferences, the director of internal conferences and the administrative assistant.

2.
Assist in planning and implementing ongoing events for the offices of advancement and college relations including donor relation events such as Honors Day, building dedications and groundbreakings, Um Yah Yah with a View, and donor leadership events.

3.
Coordinate and manage the annual St. Olaf Christmas Festival from ticketing management, campus décor, menus, donor events and publications.

4.
Work with the President’s office to manage events at the President’s home that involve students, faculty, staff, dignitaries, donors and other important college constituents.

5.
Coordinate and manage annual college community events such as the opening banquet, the community picnic, the Christmas party, the retirement and years of service receptions.

6. Maintain effective communications with St. Olaf facilities and grounds, Bon Appetit catering, media services, marketing and communications, music organizations, the alumni and parents relations staff and the dean’s office.

7. Work with the department of marketing and communications in planning and developing publications for events and in generating publicity.

8. Maintain and manage a quality inventory of event equipment to promote the image of St. Olaf College.

9. Serve as host for events with various on-site duties as needed to ensure high caliber events for the college.

SUPERVISORY RESPONSIBILITIES: 
Oversee these positions:

Director of Guest Conferences:  
provides conference planning services and access to St. Olaf facilities for conference, retreats and camps sponsored by guest clients.  Generates revenue for the college.

Director of Internal Conferences:
develops, markets, and operates St. Olaf-sponsored professional and academic conferences and summer camps focused on individual and team skill development.

Christmas Festival Ticketing

Coordinator:
assists in supporting the Christmas Festival ticketing operation.

Administrative Assistant:
assists in planning, coordinating, and executing conferences and special events both on and off campus. Serves as office first point of contact for visitors, phone, mail and email.

CONTACTS:
Collaborate with the president, faculty, staff and emeriti almost on a daily basis


Collaborate with donors and on occasion the                   St. Olaf Board of Regents.

EDUCATION: 
Essential:
Bachelor’s degree in a related field.


Desirable:
CMP certification

EXPERIENCE:
Essential:
Three to five years experience in successful events management preferable in a higher education setting.



Desirable:
Three to five years in supervising staff and managing budgets.

KNOWLEDGE, SKILLS, ABILITIES:

a. Ability to work constructively and cooperatively with a diverse group of external and internal constituents.

b. Ability to solve problems quickly and effectively.

c. Ability to establish and maintain positive relations with all department clients, vendors and service providers.

d. Creative, energetic and ambitious person who is able to lead programs and manage projects.

e. Strong organization skills with attention to detail.

f. Strong commitment to quality, timeliness, and effectiveness.

g. Demonstrated oral and written communication skills.

h. Knowledge of and commitment to the mission of St. Olaf College.

i. Understanding and appreciation of church relations within the context of a college of the ELCA a plus.

PHYSICAL DEMANDS:
Ability to access almost any space on campus, some carrying and moving necessary supplies.  Must have stamina to endure long days, evenings and weekends.

WORKING ENVIRONMENT:
Most work is done in a normal office setting. 
WORK SCHEDULE:
FTE:
1.0 



Campus office hours M-F 8 a.m. – 5 p.m.


Many nights and weekend hours.

APPROVAL:                                                

DATE:




April 2008

