City of Morrow 

Job Description 
JOB TITLE:   Conference Center Associate II

STATUS/GRADE:   Non-Exempt /6

DEPARTMENT:   Morrow Center

JOB SUMMARY: Ensures Center is available for show at all times.  Ensures all rooms set according to Contracts. Knowledge of general sales information.  Cover all duties of Director/Conference Center Associate when they are not present.  

MAJOR/ESSENTIAL DUTIES:  

· Responsible for proper daily opening/closing of Center’s facility.
· Responsible for inspection of all rooms/areas of the Center.  If necessary take immediate steps to clean/keep in show condition any areas lacking.
· Responsible for reception desk area up and running in show condition.  (clean glass top, dust, etc ).
· Coordinate with Maintenance/Houseman any duties required by Contracts.  
· Responsible to inspect and assist if necessary set-up/teardown of functions.
· Assumes operational control of the Center during respective shift.
· Assists in supervision of all events making sure that all details of such functions are executed as planned.
· Oversee that all policies & procedures are followed when overseeing any event.  Reports infractions to Director.
· Prompt appearance for your shift, dressed and ready to work at the scheduled time.
· Must be able to lift up to 50lbs on a regular basis.
· This job typically requires flexible job hours based upon individual events at the Conference Center and may vary weekly in days/hours.  These typically involve evening or weekend events.  They may also include Holidays or days when the City is normally closed.
· Other duties as assigned

KNOWLEDGE/SKILLS REQUIRED BY THE POSITION:

· Must possess knowledge of sound food and beverage and/or event planning operations
·  Must be able to effectively direct the work of others. 
· Must be extremely patient, courteous, and tactful.
· Must be able to perform essential duties of position.

SUPERVISORY CONTROLS:   The Conference Center Director will make assignments by defining objective and priorities.  Completed work is evaluated for timeliness, appropriateness, conformity to policy and requirements, and technical soundness.

GUIDELINES:  Guidelines include federal, state, local laws affecting Center administration, city personnel policies and procedures and standard operating procedures.  Guidelines are clear and specific but may need interpretation in application.


COMPLEXITY:  This position requires the ability to learn and understand essential principles and techniques related to the scope of work; to make independent judgments in the absence of direct supervision; to acquire knowledge of topics related to the primary job functions.  Must be able to distinguish between the different levels of severity and act accordingly.

SCOPE AND EFFECT: Requires the ability to compare and/or judge the readily observable, functional, financial, structural, or compositional characteristics of data, people, or things.

PERSONAL CONTACTS: Contacts are typically co-workers, vendors, and general public.


PURPOSE OF CONTACTS: This position requires the ability to deal with people including and beyond giving instructions.  This position needs to be able to relate to people in situations involving more than giving or receiving instructions, such as in interpreting basic reports and ensuring standard operating procedures and all state and federal laws are followed.  This position must be adaptable to performing under minimal stress when confronted with a contingency or non-routine situation.


PHYSICAL DEMANDS:   Must be able to use body to work, move or carry objects or materials.  Must be able to push, pull, lift or carry up to fifty (50) pounds routinely.   This position must be able to work sitting, walking, standing, bending, stooping, pushing, or pulling, for both short and long periods of time.  

WORK ENVIRONMENT: This work is typically performed both indoors and outdoors.  This employee may be exposed to hot, cold, or inclement weather.  

SUPERVISORY RESPONSIBILITIES:  May assume responsibility for other Conference Center employees in the absence of the Center Director or Center Associate.  Does oversee and supervised vendors and the general public to ensure policies and procedures are followed.

MINIMUM QUALIFICATIONS: 
· High school diploma or equivalent
· Two (2) years experience in Food & Beverage and/or Event Planning.  
· A valid Georgia Driver’s License 
· Acceptable Motor Vehicle Report (3 years)
· Equivalent combination of experience and education will be considered
PREFERRED QUALIFICATIONS: 
· An Associate’s Degree at an accredited College or University in a related field
· Bi-lingual abilities 
