
 

 

 
AVAILABLE POSITION:  SALES COORDINATOR   POSTING DATE: 3.22.16 
 
The McNamara Alumni Center is an award-winning event venue on the University of Minnesota Minneapolis 
campus. It is privately owned by the University of Minnesota Foundation and University of Minnesota Alumni 
Association. 75% of McNamara’s events are University events. 25% of the event business is from weddings and 
corporate clients. The 7-member events team facilitates nearly 800 events annually and are employees of Cushman 
Wakefield/NorthMarq with headquarters in Bloomington, MN but offices at the McNamara Alumni Center.  
 
The sales coordinator will help sell 10 event rooms within the McNamara Alumni Center in an effort to meet event 
revenue targets. The sales coordinator will work directly with the Sales Manager and the Director of Marketing & 
Sales with regular interactions with D’Amico Catering onsite event planners. In identifying the needs of our clients 
and matching those needs with appropriate rooms and services, he or she will establish client relationships 
characterized by knowledge, superior customer service and trust, helping us deliver memorable events for our clients.  
 
 
RESPONSIBILITIES: 
 
Sales Coordination 
Respond to sales inquiries from University departments, non-university clients and wedding couples received through 
phone, email, RFPs.  Serve as first on phones for the main events phone line. Prepare timely quotes that include 
custom floorplans and food/beverage estimates provided by D’Amico Catering.  Schedule, conduct, and follow-up 
with tours of the venue by prospective clients inviting D’Amico Catering sales team when appropriate. When a client 
books a room, ensure pricing is captured correctly, prepare and distribute event contracts and confirmations to event 
operations and catering teams for execution.  Manage contract/deposit retrieval and monitor master event calendar 
with specific attention to 1-week holds.  
 
Oversee a Successful Invoicing System for 800 Events Annually 
Run billing worksheet twice a month, finalize vendor charges (parking, AV, etc.) and send invoices twice a month for 
past events. Process deposits and payments with credit card system, run weekly credit card reports and send to 
accounting department for data entry, follow-up with clients whose invoice(s) has remained unpaid for 60-90 days, 
code and file payment receipts that are returned from accounting department.  
 
Support Sales and Marketing Initiatives 
Manage booking software database and client information, run associated reports for e-communication, make updates 
to McNamara’s online and print directory listings, assist in social media posts, participate in quarterly meetings with 
McNamara and D’Amico Catering teams to discuss joint efforts that generate sales. 
 
 
REQUIREMENTS: 4-year college degree with 2+ years of sales or event experience in the hospitality industry. The 
sales office is open Monday through Friday 8:30-5:00 with occasional requests for tours after hours.  
 
PAY: Hourly + parking + generous benefits package; commensurate with experience    
 
TO APPLY: Email a resume, 3 professional references and a cover letter addressing salary requirements to:  
Amy Leyden, Director of Marketing & Sales, aleyden@umn.edu 


