Venue Sales Coordinator

Community Programs/ Part-time, Non-Exempt

Chattahoochee Nature Center

The Venue Sales Coordinator at the Chattahoochee Nature is responsible for all day to day administrative aspects of rental and venue use programs.  This position requires a detail oriented individual capable of selling and organizing logistics for external events.  This is a part-time, non-exempt position that reports to the Special Events Manager.  Must be willing to work a non-traditional schedule, including weekends and evenings averaging 20-30 hours per week.   
General Duties and Responsibilities:

· Act as the Center’s liaison with potential new rental clients; Schedule and conduct tours of facility with potential clients.
· Assist with client’s catering needs, create event proposals and work orders

· Process payments and keep contracts and records

· Monitor all vendors to verify that they are following CNC’s guidelines

· Submit all contractor invoices and expenses for payment 
· Draft and maintain venue sales budget and monitor expenses 

· Maintain and update CNC venue sales website and external websites 
· Oversee new contracts to ensure compliance 

· Set up and manage client files and communication

· Assist in “final walkthrough”

· Maintain consistent, timely communication with supervisor to ensure appropriate staffing needs and expectations

· The above job duties and responsibilities describe the general nature and level of work for employees in this position, but this is not intended as an exclusive or all-inclusive inventory of all duties required of employees in this job.
Qualifications 

· Bachelor’s Degree in Event Planning or Marketing-related field
· Fantastic customer service ethic 
· Experience coordinating special events.  
· Excellent communication skills – verbal and written 

· Displays high energy, is versatile and is self-directed

· Strong time management and organizational skills in managing multiple projects with a high degree of detail

· Ability to stay deadline oriented and flexible under competing time requirements

· This person must be skilled at maintaining accurate records and contracts on each event and communicating instructions and plans with clients and staff.  

· Proficient using the latest versions of Outlook 365, Microsoft Word, Excel, PowerPoint, Access, and mail merges; email and web searches
· Must be able to lift 20 lbs. and work outdoors in extreme weather conditions
· Valid Georgia Driver’s License 
To apply, please send a resume and cover letter to programs@chattnaturecenter.org with “Venue Sales Coordinator” in the subject line. Position is open until filled.   Only those selected for an interview will be contacted.  No phone calls please.
