ASSISTANT CENTER MANAGER

EVENT SERVICES AND OPERATIONS
DEFINITION
Under general supervision of the Executive Director of the Alliant Energy Center, this senior manager position is responsible for managing all event services and operational activities and staff at each of the multi-purpose facilities on the Alliant Energy Center campus.  Perform activities involving budgeting, purchasing, human resources (coordinating activities related to filling vacancies, providing information to employees regarding work issues, handling customer and employee injury claims, union grievances, etc.); assimilate and disseminate information for presenting events in a proper and safe manner to customers and guests in compliance with Center contracts, policies, procedures, and ordinances and perform related duties as required.

EXAMPLES OF DUTIES
Develop staffing levels for the efficient and timely set up, presentation, and breakdown of events; supervise large number of staff; research, assemble, create and type data used for budgeting, purchasing and other reports; help investigate, examine and develop reports for Dane County Risk Management regarding employee and customer injury claims; respond to and reconcile guest and employee complaints; develop and implement an appropriate plan of action to present over five hundred events annually, including concerts, sporting events, assemblies, trade shows, livestock exhibitions and fairs to professional industry standards; recommend and process equipment and machinery purchases related to event production and customer service; review, revise, implement and monitor compliance of Alliant Energy Center policies and procedures and perform other assigned duties as required.

EMPLOYMENT STANDARDS
Education and Experience: Any combination of training and experience equivalent to a bachelor's degree in recreation management, hotel and restaurant management, facilities management, business administration or related field and a minimum of seven years of progressively responsible managerial experience with a multi-purpose public assembly facility, specifically including Senior operations managerial responsibilities at a multi- purpose arena, at least five years Senior operations managerial experience at a 75,000 sq. foot convention/trade show meeting facility, and three years as a member of an organization’s senior management team. 

Knowledge, Skills and Abilities:  Considerable knowledge of personnel management procedures, supervisory techniques and methods; knowledge of management procedures and principles affecting event management and administration of multi-purpose public assembly facilities; strong oral and written communication skills; ability to provide exceptional customer service and coordinate simultaneous production of convention, trade show, entertainment, sporting and other events; ability to analyze and categorize data and information in order to determine the relationship of the data to the situation at hand; ability to prepare multi-million dollar labor and equipment budgets; ability to advise, interpret and apply policies and procedures; ability to work well with others; ability to think critically and analytically; ability to work on simultaneous projects and successfully meet constantly changing deadlines; ability to adapt to flexible organizational styles; ability to use several types of software (i.e., Microsoft Word, Excel, Access, CAD and PowerPoint).

Special Requirements:  Must be highly motivated and willing and available to work evenings, weekends and holidays, including long and unusual hours..
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