O ass Code: 151
Cty of Anaheim
Class Specification

CLASS TI TLE: CONVENTI ON CENTER MANAGER
DEPARTMENT/ CONTROL CENTER: Conventi on Center
CLASS DEFI NI Tl ON:

To direct, manage, supervise and coordinate the prograns and activities of

mul tiple prograns of the Convention Center including facility services, box
office, parking, and event managenent activities; to coordi nate assigned
activities with other Cty departnents, divisions, and outside agencies; and to
provi de highly responsible and conpl ex admi nistrative support to the Convention
Center General Manager

SUPERVI S| ON RECEI VED AND EXERC!I SED:

Recei ves admi nistrative direction fromthe Executive Drector Convention, Sports
and Entertai nment.

Exerci ses direct supervision over nanagenent, supervisory, professional
technical and clerical staff.

EXAMPLES OF ESSENTI AL JOB FUNCTI ONS- Responsi bilities and duties may include, but
are not limted to, the follow ng

Assume managenent responsibility for all services and activities of the
Convention Center Qperations Division

Assume managenent responsibility for all facility maintenance, event, box office
and parki ng services and activities.

Manage and participate in the devel opnment and inpl enmentation of goals,

obj ectives, policies, and priorities for assigned prograns; reconmend, wthin
Departnental policy, appropriate service and staffing |levels; recommend and
adm ni ster policies and procedures.

Manage revenues and ensure a bal anced variety of events through selling
negoti ati ng and executing booki ng contracts; control the naster booki ng schedul e
act as consultant to sal es personnel regarding najor tenants and prospects;
coordi nate, nonitor and direct nodernization and betternment activities and

pr ogr ans.

Conti nuously nonitor and evaluate the efficiency and effectiveness of service
del i very met hods and procedures; assess and nonitor work | oad, adm nistrative and
support systens, and internal reporting relationships; identify opportunities for
i mprovenent and review with the Convention Center General Manager; inplenent

i mprovenents.

Sel ect, train, notivate and eval uate personnel; provide or coordi nate staff
training; work with enployees to correct deficiencies; inplenent discipline and
term nati on procedures.

Pl an, direct, coordinate and review the work plan for assigned responsibilities
including facility services, box office, parking, and event coordination
activities; neet with staff to identify and resol ve probl ens; assign work
activities, projects and prograns; nonitor work flow, review and eval uate work
products, nethods and procedures.

Manage and participate in the devel opnment and administration of the Convention
Center Qperations annual budget; direct the forecast of additional funds needed
for staffing, equipnent, materials and supplies; direct the nonitoring of and
approve expenditures; direct and inplenent adjustments as necessary.
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Serve as a liaison for assigned Convention Center activities with other Cty
departments, divisions and outside agencies; negotiate and resol ve significant
and controversial issues.

Provi de responsi bl e staff assistance to the Convention Center General Mnager
prepare and present staff reports and other necessary correspondence

Conduct a variety of organizational studies, investigations, and operationa
studi es; reconmmend nodifications to Convention Center prograns, policies, and
procedures as appropriate; nanage and direct the devel opnent of construction and
noder ni zati on plans for the Convention Center

Admi nister facility contracts; nonitor and ensure conpliance with contract
provi sions; adm ni ster other vendor and service conpany contracts.

Participate on a variety of boards and conmm ssions; attend and participate in
pr of essi onal group neetings.

Respond to citizen inquiries and resolve difficult and sensitive conplaints.
Performrelated duties and responsibilities as required
JOB RELATED QUALI FI CATI ONS:

Experi ence: Extensive and responsi bl e experience in the nanagenent of a public
facility including supervision and devel opnent of enpl oyees.

Know edge of: Organization and nanagenent practices as applied to the analysis
and eval uation of prograns, policies and operational needs; nodern and conpl ex
principles and practices of the convention/trade show i ndustry; services program
devel opnent and administration; public adm nistration theory, principles and
practices and their application to a wide variety of operational prograns;
advanced principles and practices of nunicipal budget preparation and

adm ni stration; architectural and construction techni ques; principles and
practices of real estate, general |aw, |leasing, and fiscal planning; pertinent
| egal and contract requirenents; principles of supervision, training and
perfornmance eval uation; pertinent Federal, State and |ocal |aws, codes and
regul ations

Ability to: Manage, direct and coordi nate the work of managenent, supervisory,
prof essional and technical personnel; select, supervise, train and eval uate
staff; provide adm nistrative and professional |eadership and direction to the
Qperations Division of the Convention Center; devel op, inplenent and adm ni ster
goal s, objectives and practices for facility services, box office, event
coordination and parking | ot prograns and services; prepare and adm nister |arge
and conpl ex budgets; prepare clear and concise adm nistrative and financia
reports; analyze problens, identify alternative solutions, project consequences
of proposed actions and inpl enment recomendations in support of goals; research
anal yze and eval uate new programtechni ques, nethods and procedures; interpret
and apply Federal, State and local policies, procedures, |aws and regul ati ons;
comuni cate clearly and concisely, both orally and in witing; establish and

mai ntain effective working rel ati onships with those contacted in the course of
work including a variety of Gty and other governnent officials, comunity groups
and the general public

Physi cal Requirenents: None
Li cense and/ or Regi stration Required: None
FLSA DESI GNATI ON: Executi ve Exenpt

NOTE: The above statenents are intended to describe the general nature and | evel of work
bei ng perforned by persons assigned to this job. They are not intended to be an
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exhaustive list of all duties, responsibilities and skills required of personnel so
classified. Al requirements are subject to possible nodification to reasonably
accommodate individuals with disabilities.
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