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Job Title: MEETINGS & SPECIAL EVENTS PLANNER 

 

SUMMARY 
Plans, manages and executes all aspects of internal meetings, conferences and hotel 

room blocks for large to small groups while supporting the company’s overall business 

objectives.  Recommends selection of facilities, reviews and negotiates contracts, and 

manages the relationships of internal clients and vendors.  

 

ESSENTIAL FUNCTIONS 
 Responsible for coordinating all meeting and event logistics to  include, but not 

limited to:  budget management, hotel/venue selection and contracting, on-line 

registration development and  management, communication materials, menu 

planning, function room arrangements, audio/visual requirements, rooming 

list/housing management, ground transportation, entertainment, team building 

activities, etc. 

 Conducts facility inspections and provides recommendations to internal customer. 

 Manages on-site meetings and events as needed. Provides attendee support for any 

issues or ad hoc requests. Conducts pre and post meetings with hotel management 

team. 

 Reviews and negotiates contract terms and conditions with vendors. Works with 

internal Contract Management System to ensure corporate contract guidelines are 

adhered to. 

 Monitors and responds to attendee correspondence, maintaining a high standard of 

service level, and ensuring accuracy. 

 Builds and maintains relationships with preferred vendors. 

 Maintains satisfactory attendance, to include timeliness. 

 Responsible for understanding and complying with applicable quality, environmental 

and safety regulatory considerations.  If accountable for the work of others, 

responsible for ensuring their understanding and compliance. 

 This job description reflects management’s assignment of essential functions; it does 

not prescribe or restrict the tasks that may be assigned. 

 

SUPERVISORY RESPONSIBILITIES 
N/A 

 

QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential 

duty satisfactorily.  The requirements listed below are representative of the knowledge, 

skill and ability required.  Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions. 
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MINIMUM QUALIFICATIONS 
 High School diploma or State-issued equivalency certificate. 

 Bachelor's degree; or 4 years of experience in Meetings/Events Planning, or relevant 

hospitality positions reflecting increasing levels of responsibility. 

 Computer skill requirements include: intermediate MS Word, MS Excel, MS 

PowerPoint and MS Outlook. 

 Required to travel overnight approximately 30%-40% of the time. 

 Required to work evenings and weekends when necessary. 

 

PREFERRED QUALIFICATIONS 
 Bachelor's degree in Hospitality Management or Business Administration plus 2 years 

of experience in Corporate Meetings/Events Planning, or relevant hospitality positions 

reflecting increasing levels of responsibility. 

 Certified Meeting Planner (CMP) or Certified Meeting Manager (CMM). 

 Skilled in reading, analyzing and interpreting general business periodicals, 

professional journals, technical procedures, or governmental regulations.  Skilled in 

writing reports, business correspondence, and procedure manuals.  Skilled in 

effectively presenting information and responding to questions from groups of 

managers, clients, customers, and the general public. 

 Skilled in applying concepts such as fractions, percentages, ratios, and proportions to 

practical situations. 

 Skilled in solving practical problems and dealing with a variety of concrete variables 

in situations where only limited standardization exists. Skilled in interpreting a 

variety of instructions furnished in written, oral, diagram, or schedule form. 

 Skilled in performing work that is varied and may be somewhat difficult in character, 

usually involving limited responsibility, requiring frequent evaluation, originality or 

ingenuity. 

 Knows the fundamental concepts, practices and procedures of this particular field of 

specialization. 

 Skilled in working on multiple projects at once and keeping track of multiple 

priorities/deadlines while remaining detailed oriented.  

 Works well under pressure and adapts to change. 

 Skilled in working for extended periods of time on a fast paced environment with high 

degree of demands from internal clients and vendors. 

 Strong customer service focus. 

 

PHYSICAL DEMANDS 
The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

 While performing the duties of this Job, the employee is regularly required to use 

hands to finger, handle, or feel; reach with hands and arms and talk or hear. The 

employee is frequently required to sit. The employee is occasionally required to 

stand; walk and stoop, kneel, crouch, or crawl.
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WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an 

employee encounters while performing the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

 The noise level in the work environment is usually moderate. 

 

 


