JD # _________

USS MISSOURI MEMORIAL ASSOCIATION

POSITION DESCRIPTION

Position Title:
Director of Events 
Reports to:

VP & Chief Operating Officer
Department:

Events
Primary responsibilities:  This position is responsible for managing the Events Department.  This shall include the responsibility for all events associated with the USS Missouri Memorial Association, including military events and ceremonies, private revenue-generating events, signature events, film productions, and other events as needed.  
This position also works with personnel from other departments with respect to specific event logistics to ensure the success of the event.
Other management responsibilities will include preparation of the annual budget and financial reports, generating new business, promoting and marketing events and for the overall profitability of the department.     
Must haves:

Strong organizational skills and attention to detail

Ability to prioritize workload with minimal supervision
Able to handle multiple tasks simultaneously
Strong diplomacy skills with a team player attitude 

Great customer service skills

Outgoing personality and enjoy working with the public

Primary duties:
1. Maintain and improve the success of current Signature Events including the January Launch celebration, Surrender Commemoration and Veterans Day Sunset Ceremony.  This includes production of a cohesive and relevant ceremony and management of the actual events.

2. Ensure financial and operational success of all revenue producing events.  Pursue new opportunities for growth.  

3. Attend onsite and offsite meetings with clients and vendors as needed for event success.

4. Establish and grow relationships with HTA, HVCB, OVB and other relevant organizations to increase top of mind awareness of the Battleship Missouri as an event venue for local, national, and international MICE market.

5. Remain informed on industry best practices, standards and trends and implement relevant internal procedures to mirror these trends.





6. Submit department budgets and revenue projections then track expenses and revenues. Provide regular reports to the VP of Marketing and Sales.


7. Maintain current event guidelines and event schedules. 

8. Special projects and other duties, as assigned by the VP of Marketing and Sales.
Working Conditions: 
Position works inside a business office with moderate noise such as computers and printers. Position spends a significant amount of time outdoors and on the ship, involving outdoor weather conditions that may be hot, humid, rainy or windy.  Significant amount of time is spent on/in the ship for special events, set-up, tours, and meetings while abiding by organizational access, safety and EPA restrictions at all times. 
Schedule:  8:00 a.m. to 5:00 p.m. Monday through Friday.  Often works weekends and evenings as needed for special events.
Education, Experience and Skill requirements:  Bachelor’s degree from an accredited  four-year college or university; or two to four years’ related experience and/or training; or equivalent combination of education and experience

Minimum: Ability to respond to common inquiries or complaints from customers or members of the business community.  Ability to effectively present information to top management, public groups, and/or boards of directors.  

Preferred: Ability to read, analyze, and interpret complex documents.  Ability to respond effectively to inquiries or complaints.

Ability to calculate figures and amounts such as discounts, interest, and commissions. Ability to apply concepts of basic algebra and geometry. Ability to collect and interpret data for planning and development.
Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret an extensive variety of technical instructions in mathematical or diagram form.
Must be a clear and effective speaker, have proper telephone etiquette, customer service skills, an outgoing and positive personality. Must work well with Memorial personnel (staff, supervisors and volunteers), contractor, client and stakeholder personnel (including Military personnel), and the public.  Teamwork and diplomacy are essential. Requires communicating effectively both verbally and in writing; giving instructions or directives to others, establishing and maintaining cooperative and productive work relationships, and seeking information from a variety of sources.

Computer: Microsoft Outlook, Word and Excel proficiency.  Power Point and Access a plus. Email and Website experience needed

Current driver’s license and own transportation. Helpful: forklift certification
Physical requirements:  
Position spends over 2/3 of the time talking or hearing.   1/3 to 2/3 of the time is spent standing, walking, sitting and uses hands to finger, handle or feel or working on a computer.  Additionally, 1/3 to 2/3 of the time is used to climb, balance, taste, smell and reach with hands and arms.  Stooping, kneeling, crouching or crawling may be involved in setting up for an event.  Any lifting involved may range from less than 10 pounds and up to 35 pounds.  Close vision, distance vision, ability to identify and distinguish colors, peripheral vision, depth perception and the ability to adjust focus is also necessary for the safety of individuals, guests and employees. Incumbent must be able to climb up and down ladders to access ship and give one hour walking tours of ship.
