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· Assist in Management of event logistics for internal CAS and client events, to include pre-planning, vendor sourcing, negotiations, budget management, client planning sessions, timelines, execution, onsite operations and final billing. 
· Assist in event sales for Club Auto Sport including client, corporate, fundraising organizations, company prospecting, vendor sourcing and negotiations.
· Assist in maintenance of event calendar for confirmed and potential events.
· Schedule and coordinate event set-up crew, vendors, and equipment rentals as needed.
· Work in connection with Events Sales Manager and Events Project Manager.
· Assist with proper opening and closing facility procedures
· Assist and manage event facility security requirements
· Coordinate Audio-visual equipment
· Provide onsite support for client from pre-set throughout event to close.
· Provide onsite support for client inquiry and tour requests.
· Be an Ambassador to build and maintain relationships with clientele, business partners and vendors.
· Assist General Manager with participation in team efforts. 
· Assist in preparation of client pipeline reports and present to management.

Skill Requirements
· Must be well organized
· Ability to remain focused on project objectives - remaining calm and in control throughout all phases of the event management cycle.
· Must like working in a team environment. 
· Must show aptitude to develop excellent presentation skills and ability to clearly communicate information effectively and persuasively 
· Ability to develop excellent communication and negotiating skills-Sensor of humor, upbeat, positive demeanor.
· Ability to work flexible hours including day or evening hours, weekend work and overtime, as necessary.
· Highly flexible - able to change course mid-stream.
· Comfortable working independently. 
· Self-motivated and must have the ability to multi-task.
· Must be able to assess and prioritize workload in a strict deadline-driven environment.
· Must be customer-service oriented with a "can do" attitude.
· Work product must be thorough and accurate - passionate commitment to quality - attention to detail and ability take direction to problem solving is critical.
· Experience in coordinating event logistics a plus.
· Experience in AV or lighting equipment as plus. 
· Working knowledge of online Event Management suite of tools including online registration and setting-up / managing web-based event programs a plus.
· Ability to lift tables, chairs, and other items as necessary for event setup when required (up to 45lbs.)

