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Job Purpose

Responsible for all facets of the conference and hospitality services department including planning and administration. Components of the department include conference groups, day meetings, wedding/banquets, bar services, pub operations, academic camps.

Key Activities

1. Budget;
· Develop and administer the department budget including breakdown for operational areas, of conferences, catering, bar services and pubs;
· Establish annual conference rates that are competitive  and consistent to meet budget needs;
· Ensure financial statements are reviewed and accurate and invoicing is complete as per office procedures.
2. Staffing;
· Hire, train and supervise all full time coordinators and office staff; approve all student hiring processes;
· Establish staffing needs as per seasonal demand, business changes;
· Ensure all staff training meets legislation guidelines and industry service standards, conduct weekly staff meetings to keep up to date on activities.

3. Marketing;
· Develop and implement annual marketing plan, set and achieve annual new business targets;
· Identify priority markets and best marketing options for return on investment. Responsible for content of website, brochures, advertisements, and promotional materials;
· Establish internal protocol for rate negotiation to meet university expectations for revenue, and to provide good client service.
4. Administration and Operations;
· Develop and implement strategic and business plans for department, coordinate and chair meetings with key service departments throughout the year;
· Participate in OSA directors and university managers meetings regularly, submit forecasts to supervisor and meet supervisor regularly for updates on budget and business targets;
· Negotiate contracts with incoming groups.  Includes setting group rates, oversight of schedule for the various operational units and coordinating with other campus departments to coordinate space and service;
· Ensure best software options for data management are used in the department.
5. Special Activities;
· Responsible for oversight of hospitality coordinator events such as Head of the Trent to ensure safe and legal service of alcohol;
· Responsible for pandemic, emergency response plans for the department;
· Liquor License for the institution held in Conference Services.

6. Liaison;

Internal;

· Establish procedures and processes for service provision from internal departments including physical resources, IT, food services, housing services.

· Collaboration with Room Bookings, College Offices and departmental offices to utilize campus space to maximum benefit.

· Partnerships with departments to host regional and national conferences. 

External;

· Work with Kawartha Tourism, Peterborough Chamber of Commerce, local hotels, auditoriums and service agencies to promote and host large scale events.
Analytical Reasoning
Managing and prioritizing the best business choices from a business revenue perspective as well as the potential for positive or negative impact to the University on reputation. 

Decision Making

Negotiating contracts for service with external agents and internal service providers.

General operating procedures for the department on day to day activities as long as not in conflict with the vision, and guidelines set up by the university.

Impact

The business booked by the department impacts the university on a financial, resource and reputational level by generating revenue for spaces and employing regular and student staff.

Education Required

General University Degree (3 year) or College Diploma (3 year) in directly related field Business, Hospitality, Tourism, etc. 

Experience Required

· 5 - 8 years’ experience in fast paced conference/hotel environment with a minimum of 2 years in a supervisory role.

· Experience in a union environment supervising fulltime and student staff

· Knowledge of Microsoft office/and reservation system, catering software required

· Strong organizational skills 

· Strong communications skills

Responsibility for the Work of Others

Direct Responsibility for the Work of Others: 
· Coordinator conference services



· Coordinator hospitality services



· Administrative assistant for department 


· Academic camps, planning /marketing assistant 

· Academic camps, facilitator

Indirect Responsibility for the Work of Others: 
· All department student staff for conferences, bar and pub 

· Assistant bar services coordinator 

Communication

Internal:
· Various managers and staff in Physical resources, i.e. Caretaking, grounds maintenance as it relates to business booked

· College heads as it relates to college spaces and use and maintenance to benefit business

· Manager and staff in parking and access control, in relation to parking for guests, keys for residences and CHS spaces

· Manager IT /media services and their staff, for classroom IT set up, internet use, 

· Security in relation to issues with guests, 

· Athletics director and staff for use of space by clients

External:
· Various rental contractors for tables, chairs, tents, any items department needs for various clients

· Campus Caterer, to supply food services to clients

· Linen cleaning company – regarding pricing and schedule of bedroom linens to be cleaned

· Local hotels, to negotiate rates and availability on behalf of clients

Motor/ Sensory Skills

· Office /computer work – hand dexterity

· Set up for various events – ability to lift and carry linen, tables, chairs


· Hearing, visual, speaking – communication via phone, email, in person with clients an others to coordinate details, negotiate, provide details

Effort

Mental:
· Preparing and setting the budget and rates annually

· Finalizing a multitude of details for larger group and coordinating with various departments/contracts to execute events

· Transition to and from conference season (May and August), short time frame to coordinate change over from housing and students to conferences.
Physical:
· Assisting with moving tables/chairs/ linen, to ensure events are set for clients, May to August consistently needed

Working Conditions
Physical:
· Location of department office in relation to key partners and location of main business
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