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Job Title: 		Assistant Director, Conference & Event Services
Job Number:			X-032 | VIP: 1051		
Band:			EXEMPT-7							
Department: 			Housing & Conference Services				
Supervisor Title: 		Director, Housing & Hospitality Services
Last Reviewed:			April 24, 2026

JOB PURPOSE:
Reporting to the Director, the Assistant Director (AD) provides operational and strategic leadership for the Conference and Event Services unit. The AD is accountable for advancing the university’s conference and event operations through effective operational planning, business development initiatives, and exceptional service delivery. This includes oversight of summer conferences, academic camps, catering, room bookings, and guest housing accommodations across the Peterborough and Durham GTA campuses. 
The AD oversees business development activities, stewarding partnerships with internal and external stakeholders, managing assigned accounts and marketing segments, and identifying new opportunities to maximize the use of university assets to generate revenue. The role contributes to revenue generation, monitors contract performance, and evaluates results to ensure service excellence and financial sustainability.
The incumbent applies a continuous-improvement mindset to operational planning, sales strategy, risk management, and cross-campus collaboration, ensuring that conference and event services contributes meaningful to department and institutional goals and financial sustainability.
Key Activities:
· Lead the Conference and Event Services unit in alignment with the vision and goals of the department, and broader institutional priorities. 
· Ensure Conference and Event Services remain at the forefront of industry standards by monitoring trends, adopting best practices, and pursuing innovative approaches to service delivery and the utilization of university assets.
· Lead the development and execution of comprehensive sales strategies to grow conference and event business, expand market reach, and cultivate new revenue streams.
· Oversee conferences, event technical services, and catering, ensuring a high-quality service delivery, operational efficiency, and compliance with legislation, licensing, and university policies. 
· Implements and manages effective booking systems and procedures to support seamless application, reservations, and operational coordination. 
· Direct group contract negotiations, pricing structures, and service agreements, working closely with legal counsel, risk management, and campus partners to ensure compliance and protect institutional interests.
· Forecast short- and long-term conference and event occupancy and resource needs; provide regular updates, reports and recommendations to senior leadership and contribute to departmental revenue planning. 
· Work collaboratively with the Assistant Director, Housing Administration in the development and execution of annual marketing and promotional strategies, ensuring brand consistency and maximizing visibility of conference and event offerings for various audiences.
· Working closely with the Assistant Director, Housing Administration and IT teams, ensure effectiveness of related systems that are fully integrated, optimized, and support best-in-class operational efficiency and seamless processes. 
· Work collaboratively with the Assistant Director, Housing Facilities & Services and other stakeholders to establish and implement best practices including room turn procedures, facility service quality, and develop plans for capital projects that minimize impact on day-to-day activities, events, and bookings.
· Establish and maintain collaborative working relationships with internal and external partners to ensure seamless event execution and continuous service improvement. 
· Lead emergency response planning for the unit and support broader departmental and campus emergency operations, ensuring continuity of services during disruptions.
· Represent the university in external partnerships with municipal agencies, tourism organizations, and community stakeholders to enhance the institution’s reputation as a conference and event services destination.
· Monitor client satisfaction, service quality, and operational performance, implementing improvements to ensure exceptional client experiences and strong community relationships.
· Work collaboratively with other Assistant Directors to support housing and conference initiatives, and future planning.
· Responsible for hiring, training, and supervision of 3 OPSEU staff and approximately 10-20 student employees and oversight of the unit budget (~$2M).
· Ensure a healthy environment for employees by taking a proactive approach to training, coaching, and supervision, establishing high visibility and approachability, and appropriately addressing concerns as they arise.
· Participate in a management on-call rotation to provide emergency and crisis response support for conference guests and students residing in residence.
· Other duties as assigned. 

Education Required:
· Graduate degree in a related field (e.g., Hospitality, Business, Tourism, Higher Education Administration).
· Specialized certification in a related area (e.g., event management) is preferred.
Experience/Qualifications Required:
· Five (5) years of professional experience in conference services, event management, hospitality, or a related university ancillary service.
· Experience working with StarRez or similar housing and conference management systems is considered an asset.
· Demonstrated experience leading and coaching employees, including unionized and student staff and navigating HR policies.
· Proven experience in sales, business development, or revenue-generating conference operations. 
· Strong knowledge of event logistics, hospitality operations, and relevant regulatory frameworks.
· Ability to interpret and apply university policies, legal requirements, and risk-management practices in decision-making. 
· Exceptional organizational skills with the ability to manage multiple priorities, projects, and deadlines independently.
· Excellent judgment, problem-solving skills, and the ability to make informed, independent decisions.
· Demonstrated commitment to equity, diversity, inclusion, Indigeneity, and accessibility.
· Ontario G-class driver’s license.
· [bookmark: _Hlk188433579]A satisfactory Vulnerable Sector Check (“Police Record Check”), dated within the past six (6) months is required as a condition of employment.
Supervision:
· Direct reports (3):
· Event Coordinator, Liquor License and Pub Services (Shared with Food Services)
· Events, Summer Accommodation & Sales Coordinator
· Special Events Technical Coordinator
· Indirect Reports (10): 
· A minimum of 10 student employees.
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