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JOB DESCRIPTION

POSITION TITLE:
Guest Conferences Director

REPORTS TO:
Executive Director, Center for Lifelong Learning

PRIMARY FUNCTION:
In keeping with the college’s commitment to lifelong learning and the College Relations mission to bring new people into relationship with St. Olaf College, the Guest Conferences Director provides conference planning services and access to St. Olaf facilities for conferences, retreats and camps sponsored by guest clients. Generate revenue for the college. 

Current Strategic Objective:
Proactively attract and serve new guest clients.

AREAS OF RESPONSIBILITY

1. Market campus meetings venues and provide Conference Services to guest clients

· With the Executive Director of the Center for Lifelong Learning, plan and implement marketing campaigns for Conference Services. Develop media pitches.

· Develop and manage programs and budgets to generate positive net revenue 

· Negotiate and execute the terms of contracts and agreements, arranging for the facilities and services required, such as room rental and setup, catering and food service, housing, supplies, media, staffing, registration

· Assist guest clients with logistical planning.

· Handle all financial matters, including budget planning, management and reporting, deposits, refunds, transfers, invoicing, and collections for guest clients.

· Handle and communicate information about insurance as needed.

· Request and display (or provide in handouts) marketing materials for other CLL programs and general college marketing materials. 

· Coordinate and supervise of St. Olaf’s wedding services (20 to 30 per year) including working with clients on chapel and reception needs, rates, payments, work requests, media, food, set up and staffing.

· Manage on-campus housing, linens and keys during the summer.

2. With Internal Conferences Director, hire, train and supervise conference staff. Training includes customer service, events set up, and software for scheduling, budgeting, deposits and charges, databases, registration, web site revision. 

3. Oversee web page content related to guest client services, ensuring that the web site is an effective marketing tool for meeting planners.

4. With the objective of a “one-stop shop” for all clients, work closely with the Internal Conferences Director, the Buntrock Commons Director, Administrative Assistant and Set up Coordinator, and the Executive Director of the Center for Lifelong Learning on cooperative marketing, scheduling and serving internal and guest customers, establishing fees and policies for St. Olaf facilities and services for various types of clients (internal and guest, for-profit and not-for profit). 

5. Participate in professional development, especially related to the hospitality industry and conference center operations and marketing.

6. Set up media (microphones, PA systems, overheads, slide projectors, screens TV/VCR, etc.) for events as back up for Media Services or student staff.

7. Drive St. Olaf vehicle for shuttles, deliveries, or other services as back up for summer conference staff.

8. Serve as back up and support for the Internal Conferences Director.

SUPERVISORY RESPONSIBILITIES

With the Internal Conferences Director, supervise full-time summer conference staff (generally 10 to 17 students and alums) and part-time academic year student staff (generally two to three students). Hire, coach, train, evaluate, assign work

CONTACTS


Daily with Internal Conferences Director, Conferences’ academic year and summer student staff, and Buntrock Commons staff 

Daily with external clients, guests and the public regarding services for conferences, meetings, workshops, receptions and weddings.

Daily with on-campus providers of services, e.g. Physical Plant, Bon Appétit, Marketing and Communications, schedulers, IIT, housing staff, Business Office, Bookstore, etc.

Weekly with Executive Director of Lifelong Learning and other Center for Lifelong Learning colleagues

Quarterly with Vice President for College Relations

EDUCATION

Essential:
Bachelor’s degree 

Desirable:
CEP certification, CPR/AED/Adult First Aid Certification

EXPERIENCE

Essential: 
Three to five years managing events, developing programs, supervisory experience, budgeting and account management, marketing, customer relations.

KNOWLEDGE, SKILLS, ABILITIES

· Excellent communication skills, written and verbal

· Ability to assertively market and attract new guest customers for St. Olaf College’s Conference Services

· Ability to solve problems quickly and effectively

· Excellent organizational skills and attention to both logistical and human relations details

· Ability to coordinate, administer and execute several programs simultaneously

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

· Ability to appropriately delegate tasks and authority

· Ability to develop temporary and part-time staff members with varying degrees of skill and maturity into an effective and cohesive unit able to proactively fulfill a wide variety of functions and customer service, while representing the college in a professional and positive manner

· Ability to build professional relationships and work collaboratively with people of varied cultural, regional, educational and religious backgrounds

· Budgeting planning, management and reporting skills

· Contract negotiation and purchase negotiation skills

· Knowledge of hospitality industry and trends

· Proficient in computer software — Word, Excel, Filemaker Pro, Dream Weaver, Internet, e-mail

PHYSICAL DEMANDS:
Ability to access almost any space on campus, many of which are non-handicapped accessible

PREREQUISITES:
Valid Minnesota Driver’s License

WORKING ENVIRONMENT:
Office, campus (indoors and outdoors)

WORK SCHEDULE:
FTE: 1.0 

On call evenings and weekends during events for which this position has primary responsibility

APPROVAL:
Executive Director of the Center for Lifelong Learning Karen Hansen
DATE:



May 5, 2006
Center for Lifelong Learning Role

Serve as St. Olaf’s open front door by sharing the college’s educational gifts with current constituents and the public. Foster cross-cultural learning and professional and personal development. Nurture individual growth for youth through skill development and teamwork. Introduce the college’s ethos and resources to a wider audience of constituents and guests. Generate positive net revenue.

The average number of people served by summer on-campus programs is 6,900, of which 2,000 are ages 9 to 18. 
We are best at “great teaching and learning face-to-face,“ which we deliver through 

· Educational travel for adults of all ages and teenagers traveling with adults

· Professional continuing education conferences on campus, especially in psychology and conflict resolution

· St. Olaf-sponsored summer camps in chess, music, swimming and theater

· Conference venues that offer productive and invigorating settings free from everyday distractions. Diverse clients include local and Twin Cities corporations, the Biblical Archaeological Society, Hamline Writers’ Workshop, Girl Scouts Jamboree, Korean Presbyterians and the Hymn Society.

