Events & Function Coordinator 
West Perth Football Club currently have a vacancy for an Events & Function Coordinator to oversee the sales, bookings and event management of our new venue. We are looking for an events professional with creativity and exceptional organisational skills to ensure our functions and events deliver on business volume targets and service standards.
Primary Responsibilities
· Assist in generating incremental meetings & events business to achieve desired accommodation and function space occupancies and revenue goals through development of all sources of business.
· Oversee the development and submission of proposals for conference, catering, corporate leisure and incentive group events.
· Coordinate requirements prior to and while in-house, including accommodation, food & beverage and other required services as specified by the client.
· Ensure all events are planned and executed to the level of detail required to delight our clients and promote our brand.
· Contribute to the growth and diversification of the function and events business whilst ensuring exceptional levels of guest satisfaction are achieved.
Skills and experience
As the successful candidate you will be able to demonstrate
· Extensive hospitality and event sales experience
· [bookmark: _GoBack]A customer centric approach
· Exceptional leadership qualities and enjoy being involved in day to day operations
· A professional manner with an ability to exceed client expectations
· A sound network of clients and industry business partners
· Immaculate personal presentation and grooming
· Excellent written and oral communication skills

