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JOB DESCRIPTION

 

	Job Title: Manager, Real Estate Event
Job Code: MX334Z
Business Unit: Asset Services

	Reports To: Varies
Salary Grade: 9


	Prepared Date: December 2009
Approved By: Human Resources – Compensation Department

Approved Date: 






JOB SUMMARY 

Provide the highest level of service to tenants of CBRE Investors owned properties across the United States. 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:

5-Star Conference Center Management and Leasing- Conference Center Management: Management/oversight of conference rooms scheduling activities on behalf of tenants and their guests; serving as their host and managing their events while in session; in essence, manage a hospitality program
Event Management: Create, coordinate and execute tenant community events. Tenant Relations Activities include managing amenities and onsite convenience programs such as massages, car washes, yoga, and Shuttle. Build/foster relationships with meeting planners and tenants. Compose correspondence for customers, internal booking reports and file maintenance. Attend community/social events and industry meetings as required. Develop/maintain knowledge of market trends, competition and customers

Business Development: Seeks new business for 5-Star Conference Center from existing and new clients Prospect research 
Communications and Marketing:  Prepare tenant newsletters, electronic blasts and property marketing materials Update community portal. Participate in marketing discussions and play integral role in prospective tours

Property Management Functions: Submit work order requests. Budget forecasting & reconciliation. Participate in weekly management/engineering/security meetings

SUPERVISORY RESPONSIBILITIES 

Manages Guest Services and Message Center staff. Indirectly manages CBRE Tech Services Engineer, Day Porter, Real Estate Services Coordinator, Day Shift Security Officer and Swing Shift Security Officer. 

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/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and EXPERIENCE 

Bachelor’s Degree: some study in business/marketing/hospitality helpful. Real Estate License a plus (not required). Intermediate knowledge of real estate industry and business. Event management/hospitality background preferred

CERTIFICATES and/or LICENSES 


Real estate license preferred
COMMUNICATION SKILLS

Ability to communicate customer needs and resolve complaints independently. Excellent teamwork and communication skills. Strong communication skills, both verbal and written. Excellent inter-personal and sales related experience.



FINANCIAL KNOWLEDGE 

Advanced budget and planning skills. 
REASONING ABILITY

Ability to solve advanced problems and deal with a variety of options in complex situations.  
OTHER SKILLS and/or ABILITIES

Intermediate understanding of commercial real estate business; specifically in property management. 

Exceptional organizational and supervisory skills
Ability to act independently with minimal or no supervision.
Advanced presentation skills

Ability to multi-task: greeting customers, answering phones, responding to emails, managing events and conferences and submitting work order requests
Strong hospitality customer service skills 

SCOPE OF RESPONSIBILITY

This particular position partners with the General Manager and Asset Manager however is expected to carry out job functions independently and obtain independent decision making authority. A partial list of decisions making examples includes:  tenant and client billing/charges; ability to create and solicit vendors for onsite amenities (i.e. caterers, car wash physical therapist, masseuse); creating content for tenant newsletter and ongoing communications and distribute accordingly.

DISCLAIMER

This job description has been designed to indicate the general nature and level of work performed by employees within this classification.  It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities and qualifications required of employees assigned to the job.
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