
                                                 
 

 

FRAZER CENTER | JOB DESCRIPTION 
 

 

TITLE:  Sales and Events Coordinator  CATEGORY:  Full-time, Non-Exempt 

DEPARTMENT:  Gardens   REPORTS TO:  Director of Operations 

 

SUMMARY OF FUNCTIONS:  The Sales and Events Coordinator leads the marketing and sales efforts for 
venue rentals of the Cator Woolford Gardens—proceeds of which benefit the programs and services of 
Frazer Center.  The primary focus of the Sales and Events Coordinator is to develop and lead a strategic 
sales program designed to meet or exceed revenue goals, while ensuring that every aspect of the 
presentation, service and experience meet Cator Woolford Garden’s high standards of excellence. 
 

MAJOR DUTIES AND RESPONSIBILITIES: 

Sales and Marketing:  

 Meet or exceed sales objectives by accurately forecasting event requirements, preparing event 
budgets, scheduling expenditures, analyzing variances, and initiating corrective actions  

 Market  venue in innovate  ways;  keeping up with marketing and social media trends 

 Proactive networking to create new leads for vendors, partners and customers 

 Schedule and conduct personal and group tours, demonstrating exceptional knowledge of CWG and  
Frazer Center 

 Achieve quality customer service through optimal client interactions, problem solving, and 
responding to all e-mails and phones calls in a timely manner  

 Update terms and conditions contracts for clients, vendors, and caterers;  and stay up-to-date in a 
competitive market 

 Manage, document, and track all event venue finances (i.e. deposits, balances due, equipment 
rentals, extra hours, etc.), ensuring that payments are made on time  

 Assist with planning annual budget and fiscal year financial report 
 
Operations: 

 Maintain client event folders and spreadsheets including contracts, payment tracking, confirmation 
packets, vendor agreements, vendor contact lists, planning session documents, and insurance 
policies   

 Lead planning sessions for all events; assessing and implementing day-of timelines, floor plans/space 
planning, and décor 

 Coordinate all day-of event logistics including arrival and departure times of clients and vendors, 
drop off and pick up of rental items, schedule event staff, and ensure venue will be opened and 
locked up at the correct times 

 Schedule, train and support 3-6 site managers for events  

 Work with outside vendors and building management to ensure facilities and equipment are well 

maintained, and sufficient to meet the needs of scheduled events 

 Prepared to step in and manage day-of event if needed 

 Secure catering, oversee set-up with Facilities Team for promotional and board related events 

 Ensure all Special Land Use Permit (SLUP) rules are being following for all events held on the 

property to prevent possible issues with the neighbors and DeKalb County.  



 

Requirements 

 3+  years of related experience in special event  / wedding sales 

 Professional demeanor, with a love of working with people and team spirited personality 

 Self-motivated, innovative, detail-oriented and driven to meet sales targets 

 Proven track record for meeting revenue targets and working well with clients and colleagues 

 Outstanding presentation skills, as you will be the clients’ first impression of our venue 

 Excellent written and verbal communication skills 

 Extensive knowledge of the market 

 Proficient in Microsoft Word and Excel 

 Must be able to lift a minimum of 30 pounds 

 Standing and walking for periods of time 

 Ability to work a flexible schedule, including some nights, weekends, and holidays 
 

 
 

________________________________________              __________________ 

Signature      Date 

 

Fill out APPLICATION and return to Director of Operations Pam McClure at 
p.mcclure@frazercenter.org. 
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https://www.frazercenter.org/assets/frazercenter_employmentapplication_2aoeZml.pdf

