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	Job Title: Sales and Marketing Manager 
	Venue: Ford Park Entertainment Complex

	Company: Spectra 
	Department: Marketing

	Reports To: Director of Sales & Marketing
	EEO: 

	FLSA: Hourly; Non-Exempt
	Supervises People (Y or N): N


Qualifications:


· Bachelor’s degree from accredited college/university preferred; equivalent work experience will be considered

· Minimum of 2 - 4 year’s sales experience, preferably with an arena, convention center, hotel or other similar public assembly facility and including some supervisory responsibility 
· Strong management, motivational & organizational skills required

· Strong verbal and written communication skills in the English language required
· Knowledge of Public relations, including writing press releases, pitching stories, and conducting interviews.
· Willingness to work the hours necessary/permitted by your supervisor to meet sales goals (includes nights, weekends and select holidays, in addition to traditional business hours)
· Strong computer skills including Internet, MS Office applications, Photoshop, and CMS.
· Knowledge of marketing and advertising/sponsorship program development

· Knowledge of the market and sports and entertainment industry experience preferred

Essential Job Functions:


· Assist in the development and implementation of goals, objectives, policies, and priorities of all Marketing and Sales programs and activities
· Assist in all aspects of Marketing and Sales plans 

· Track and manage daily, weekly, monthly Marketing and Sales reports

· Represents the facility as a sales representative both locally and out-of-town  

· Researches, identifies, and establishes the appropriateness of groups for the facility 

· Contacts prospective user groups and individuals to initiate the sales effort 

· Discusses the facility with site selection committees or appropriate others 

· Assists in developing and implementing the Marketing and Sales activities of the facility including developing budget submissions and follow-through systems and procedures 

· Meets specified goals and objectives for facility usage 
· Fosters coordinated sales efforts with other members of the region’s hospitality industry and maintains effective relations with representatives of local user groups
· Communicates problems and proposed solutions to management/supervisor 

· Assist in the design and creation of Marketing and Sales materials and when appropriate in the presentation of said materials
· Place venue advertising including digital, radio, print, television and digital outdoor 

· Manage promotional giveaways including research, vendor relations, creative input, ordering, and fulfillment of all giveaway items 

· Serve as logistical lead on marketing event coordination

· Assist with grassroots marketing initiatives to support events and initiatives

· Create content and update Ford Park Entertainment Complex’s social media accounts and venue website 

· Track results of all Sales and Marketing campaigns

Nonessential Job Functions:

· All other duties as assigned 

Intellectual/Social, Physical Demands and Work Environment:

The intellectual/social, physical demands and work environment characteristics described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

Intellectual/Social demands:

· While performing the essential functions of this job, the employee is continuously asked to multi-task under time limits.  Position requires constant attention to precise details and accuracy of specified standards including: following simple to complex (more than 3 steps) instructions, and concentration which frequently extends beyond 30 minutes at a time. This position requires constant use of interpersonal skills including but not limited to: ability to foster collaboration, recognize and resolve conflicts, and openly communicate in writing and verbally with clients.

Physical demands:

· While performing the essential functions of the job, the employee constantly operates a computer and other office devices such telephones, copy machines, fax machines, etc; occasionally moves about inside the office to access storage areas, cabinets and office machinery; constantly moves about the arena and event sites before, during and after events to service clients; constantly communicates via telephone, email and in-person with others to exchange accurate information. 
Work environment:

· The duties of this position are usually performed indoors. The noise level in the work environments is usually moderate to loud during events and minimal during non-event times. 
EOE. DFWP.


