
 
 
 

DIRECTOR OF EVENT SALES 
(Boston Event Development Group) 

 
SUMMARY  
Responsible for creating and implementing sales plans for MCCA events to ensure maximum awareness and target audience 
participation while maintaining fiscal responsibility with adherence to budget. Sales efforts will include outreach to gauge 
interest/reaction to event concepts under consideration as well as the sale of existing events. This position will serve as a 
sales representative in a team-focused atmosphere, implementing strategies to increase exhibit and sponsorship sales, 
attract new exhibitors, provide excellent customer service to existing exhibitors and serve on-site as assigned.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: The Director of Business Strategy & Innovation may designate various 
other activities. The following statements are intended to describe the general nature and level of work being 
performed. They are not intended to be construed as an exhaustive list of all responsibilities, duties and skills 
required of personnel so classified. Nothing in this job description restricts management's right to assign or reassign 
duties and responsibilities to this job at any time for any reason, including reasonable accommodation.  
 
Sales Strategy & Planning 

 Gains in-depth knowledge about the events’ relevant industry based on the business plan findings, through 
publications and associated events. 

 Evaluates competitive events, travels to solicit prospective exhibitors and secures contact information for list 
development, as needed. 

 Collaborates with marketing and development teams to ensure all exhibitor communication includes the most 
significant value statements and remain current. 

 Assists with the development of sponsorship opportunities. 

 Develops lists for possible exhibitors for the sales force to sell. 

 Floor plan drawing and tracking process 

 Booth Space pricing 
 
Exhibitor and Sponsorship Sales 

 Initiates solicitation campaigns to communicate event benefits that will lead to increasing exhibit space and 
sponsorship sales. 

 Manages team of sales representatives to achieve established sales goals, documents sales efforts, and 
meets/exceeds daily call and contact expectations. 

 Establish Sales processes including territory assignments and quotas. 

 Participates in exhibitor and sponsorship sales activities, particularly for key accounts and as needed to close sales. 

 Oversees sales administration functions such as processing contracts, data entry, ensuring the terms of the 
agreement are fulfilled, including the collection of deposits and final payments. 

 Works with prospective exhibitor personnel to ensure they understand the terms of the exhibit agreement, 
including payment policies, insurance certificate requirements, display guidelines, exposition rules and regulations 
and assigns exhibit space that best matches exhibitor objectives. 

 
Customer Recruitment and Retention 

 Identifies and cultivates relationships with key current and prospective customers. 

 Attends related tradeshows and events to visit with current and prospective suppliers. 

 Engages with communities year round to share industry trade show trends and needs. 
 
Staff Management and Administration 



 Plans, coordinates, directs, supervises and reviews the work of staff to ensure department goals are met while 
maintaining fair and appropriate assignment of responsibilities among the staff. 

 Provides or recommends staffing training, development as needed. 

 Interviews, hires and trains direct reports as necessary. 

 Performs additional duties as assigned to support team and organizational goals. 
 
SUPERVISORY RESPONSIBILITIES: Provides leadership to the Event Sales Managers, and carries out supervisory 
responsibilities in accordance with the organizations policies and applicable laws as directed. 
 
SUPERVISION RECEIVED: Supervision is provided by the Director of Business Strategy & Innovation and includes training, 
coaching, and performance evaluations.   
 
KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED: 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. 
 
A well-organized individual who is a team player and can relate to people at all levels of an organization, possesses excellent 
communication skills, flexibility and is committed to the MCCA’s Mission. 
 
EDUCATION/EXPERIENCE: Bachelor’s Degree required. Seven (7) years of progressively responsible experience in a sales role 
in the events or hospitality industry. 

 Experience in MS Office (including Word, Excel, and PowerPoint). 

 An extensive working knowledge of social media as a marketing tool. 

 A demonstrated ability to work independently, communicate effectively in both written and verbal form, and possess 
a high degree of organizational and detail & creativity oriented skills. 

 Exceptional time management skills and the ability to handle multiple projects. 
 
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 walk, sit or stand; use hands to finger, handle, 
or feel; reach with hands and arms; talk or hear.  The employee must regularly lift and/or move up to 10 pounds.  Specific 
vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and 
ability to adjust focus.  
 
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 employee is occasionally exposed to fumes or airborne particles and risk of electrical shock, and changes in temperature.  
The noise level in the work environment is usually loud due to set up and activities of events. 
 
WORK SCHEDULE: The work schedule for this position typically fluctuates based upon the needs of a particular event or 
project, which would require the ability to work a flexible schedule including late nights, early mornings, long days, weekends 
and holidays.  Travel to other MCCA facilities and industry related events may be required. 
 
DRESS CODE In order to project dignity and decorum expected by the public, appropriate dress and good grooming are 
expected of all employees. 
 
 

To apply online please visit https://home.eease.adp.com/recruit/?id=12514521 
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