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Facility Manager
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FLSA:  Exempt



Dept or Office: CFSB Center  
Summary Description

The Facility Manager is responsible for the successful operation of the Regional Special Events Center and Lovett Auditorium.  The range of his/her duties and responsibilities covers all operating aspects of the facilities.  He performs with minimal and general guidance keeping the RSEC/Lovett authority informed of his actions.  He establishes operating policy and procedure, personnel-manning levels, and rates and fees to be charged in the conduct of operations.  He is responsible for financial and logistical operations of the facilities and establishes budgets and equipment inventories in proportion with the capabilities and requirements for the facilities.  He interprets and gives policy guidance to subordinate personnel, authority personnel and to the facilities’ clientele.  Through conferences and frequent daily contact with RSEC/Lovett personnel, he keeps informed and abreast of all activities and operations within the facilities.
Responsibilities & Duties
· Responsibilities:  Reporting directly to the Vice President of Institutional Advancement, the facility manager is the primary liaison between users and facility staff.  The facility manager provides leadership in event planning, on-site event management and customer service.
· Job Duties and Examples of Work:

· Manages the RSEC and Lovett Auditorium to achieve established goals.

· Manages and schedules events at RSEC and Lovett Auditorium.

· Works directly with the athletic/basketball office to manage usage and scheduling of the RSEC.

· Provides proactive advancement of the facilities to entertainment agents, event promoters, and potential RSEC/Lovett customers.

· Establishes overall operating policies and procedures.

· Establishes quarterly budget execution and review.

· Identifies operating needs and requirements of the facilities and takes appropriate action to ensure fulfillment.

· Performs operating analyses to ensure maximum efficiency and proficiency is being realized.

· Performs financial analyses to ensure optimum realization from assets expended.

· Assumes operational responsibility for all activities booked.

· Prepares or directs the preparation of marketing/promotional campaigns designed to enhance the facilities’ reputation and maximize sales volume.

· Assists central box office operations and personnel; maintains sound accounting and auditing procedures.

· Oversees and works with facilities’ concession vendors and outsourced partners.

· Interprets policy and guidance received from higher levels and directs changes as necessary in the RSEC/Lovett’s operating procedures.

· Ensures proper accountability of all facilities’ assets.

· Establishes security procedures and prescribes action to be taken during contingencies

· Makes presentations to organizations and groups concerning the capabilities and capacities of the RSEC/Lovett Auditorium.

· Ensures there are no duplications, overlaps, or wrongly assigned responsibilities among subordinate personnel.

· Ensures the proper training of all new personnel and conducts refresher and/or cross-training where necessary.

· Serves as a principal representative of Murray State University by interfacing with personnel from outside the community and the State of Kentucky

Requirements – Education and experience
Facility Manager holds a Bachelors Degree in Business, Marketing, Communications or related field.   Be sales and marketing driven with experience in event planning, operations, marketing, promotions, and facility management.  
Note:  The statements herein are intended to describe the general nature and level of work being performed by employees, and are not to be construed as an exhaustive list of responsibilities, duties, and skills required of personnel so classified.  Furthermore, they do not establish a contract for employment and are subject to change at the discretion of the employer.
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