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Attachment IV


Campus Director for Special Events and Programs
The Campus Director for Special Events and Programs has overall responsibility for coordinating special events and the use of the campus field house or any of its related component units, including but not limited to the fitness center, the wellness lab, the dance room and the pool.  This position reports to the Vice President for Workforce and Economic Development.  The primary responsibilities of this position are as follows:

1. Solicits various event organizers and sponsors as well as other possible users of the field house so as to optimize its income potential as well as its economic impact upon the local economy.

2. Assists in promoting the capabilities of the field house and its component units by being actively involved with appropriate educational, athletic, business and other organizations and/or individuals and by recommending marketing campaigns and other promotional programs to the Vice President for Institutional Advancement. 

3. Reviews requests for use of any of the component units of the field house by non-college organizations or individuals to determine whether such requests should be approved in accordance with College facility use policies.

4. Develops and maintains a master schedule of events and other planned College and non-College uses of any of the component units of the field house.

5. Coordinates and approves requests for official use of any of the component units of the field house by campus and/or other College administrative personnel and schedules same as appropriate. 

6. Works cooperatively with the campus athletics administrator for scheduling any inter-collegiate or intra-mural athletic competitions, practices or workout sessions.

7. Works cooperatively with the police academy commanding or executive officer for scheduling any police needs for the field house or any of its component units.  
8. Serves as the physical facility oversight manager so as to assure that proper custodial and maintenance care is consistently provided as well as ordering and providing any equipment and/or supplies not specific to any regular or specialized user such as athletics, police training, etc.

9. Assures that a publicly displayed schedule of events on a four week or similar rolling basis is maintained and that a building directory be kept current.

10. Provides a system for the maintenance of correspondence and records related to requests, applications and the use of the component units of the field house and compiles a monthly report on recently completed events and their outcomes.

11. Develops an annual operating budget including projected revenues and expenses related to the operation of the field house and its component units. 
12. Reviews and authorizes rental charges per established College rates to outside users, and  approves payment vouchers related to purchases and/or expenditures for the operation of the field house for any special events.

13. Serves as the College liaison to the Long Island Convention and Visitors Bureau and other organizational entities involved in bringing major public events to Long Island so as to assure adequate communication and coordination and to pursue all possible events that can produce financial benefit for the College and economic enhancement for Suffolk County.

14. Performs such other related duties as directed by the Vice President for Workforce and Economic Development.

Minimum qualifications for this position include a bachelor’s degree, master’s preferred,  in recreation, business administration, sports management or other related field and 5 to 7 years experience planning and managing large scale projects and/or events.  
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