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JOB TITLE 

GRADE SALARY RANGE 

JOB SUMMARY 

DUTIES AND RESPONSIBILITIES 

QUALIFICATIONS AND EDUCATION 


	JOB TITLE: Director, Operations - Hotel AV Event Services 
	GRADE: 
	SALARY RANGE: $60k-$70k/yr
	JOB SUMMARYRow1: To manage, direct and oversee all AV/event activities in support of hotels to include the responsibility of managing the transportation and quality control budget.
	DUTIES AND RESPONSIBILITIESRow1: Key Job ResponsibilitiesDistributionOversee gear loading on trucks and managing trucks in and out of warehouse. Assist with loading, unloading and staging shows. Schedule all freight shipments to and from shows. Schedule all dedicated trucks to and from shows. Federal Express shipments. Assist with EPC functions. Asset ManagementDevelop equipment short lists and ship lists to support NOps events. Manage Inventory Control/Tracking system. Assist with CapEx list to reduce sub-rentals and adapt to market changes. Oversee equipment quality control and repair. Building/Equipment MaintenanceCoordinate building repairs and maintenance to include alarm system, break room supplies, janitor supplies and vending machines. Manage the QC department and staff. Staff DevelopmentHire, develop, lead and motivate a talented staff, necessary to support the growth and maintenance of the business. Manage human resources related issues including selection, performance management, coordinating daily work schedule with Warehouse Managers, progressive discipline, and training and development. Maintain a positive employee relations environment. Purchase OrdersAudit and code PO’s for payment of operational expenses to include transportation costs.
	QUALIFICATIONS AND EDUCATIONRow1: Job Requirements High School Diploma is required. Bachelor’s degree is preferred. 4+ years of audio visual and customer service/hospitality experience including 2+ years of supervisory experience OR completion of PSAV’s Accelerations Development Operations Program (ADOP). Experience leading workflow and team members.Working knowledge of audio visual equipment in a live show environmentProficiency with the use of computer hardwareProficiency with computer software and programs, including the Internet and Microsoft OfficeEffective leadership abilities and customer satisfaction focus.
	AGENCY: 


