MANAGER CONFERENCE SERVICES 
Regular, full-time exempt position; up to $36,900.00; benefits eligible.

DUTIES:

· Serves as primary contact between conference meeting planners and Colonial Williamsburg 
· Initiates contact with clients up to one year in advance and assists in planning and developing conference programs

· Monitors the use of contracted accommodations and conference function space to maximize profit and efficiency

· Negotiates conference related food and beverage business, meeting space rental, audiovisual services, and recreational activities

· Coordinates execution of all Colonial Williamsburg Foundation and Colonial Williamsburg Company-Hospitality Group property services for conference groups including accommodations, meeting rooms, audio visual, food and beverage and catering, recreational, special tickets, tours and activities, transportation, external support and external vendor services, package plans, and billing

· Develops working knowledge of cost factors and labor issues related to handling conference business

· Accompanies and assists sales managers on site inspections and at selected trade shows or travel to specific markets to promote future business

· Administers personnel functions to clerical support staff

· Serve as on-site manager of hotel operations and Colonial Williamsburg representative during execution of conference related function

· Responsible and accountable for successful result of all conference activities


MINIMUMS:

· Excellent communication skills, both oral and written generally gained through a 2 or 4 year degree in hotel or business related studies or three to five years experience with increasing responsibilities in hotel or hospitality related fields, including conference services
· Ability to 1) work independently without direct supervision, 2) work under stressful conditions and deadlines, 3) handle multiple projects simultaneously
· Must be willing to work evenings, weekends and occasional holidays as needed
Colonial Williamsburg supports a drug and alcohol free workplace

Please apply online at: www.History.org/jobs
AA/EOE
 
