
 
 

Job Title: Facility Sales Manager   
Department: Development and Marketing 
Reports to: Development Manager: Special Events 
 

History saved and preserved is the foundation for strong, vibrant communities and future 

generations.  The Detroit Historical Society’s mission is to tell Detroit’s stories and why they 

matter.  Founded in 1921, the Society has been bringing together diverse voices and 

communities around the stories of the region to find their place in the present and inspire the 

future for almost 100 years.  Located in Detroit’s cultural district, The Society administers and 

develops exhibitions and programming for the Detroit Historical Museum, and Dossin Great 

Lakes Museum.  The team cares for more than 250,000 artifacts in its collection, relying upon a 

staff of over 50 individuals to help bring Detroit’s stories to life. 

Position Description: 

The Facility Sales Manager is an essential member of the DHS’s Development and Marketing 

team, responsible for maximizing the revenue opportunities for facility rentals at the Detroit 

Historical Museum and Dossin Great Lakes Museum. The Facility Sales Manager creates the 

marketing and sales plan and serves as the main point of contact for all potential corporate, 

social and wedding rental clients. This team member conducts sales walkthroughs, creates 

event contracts, and supervises the event operations team’s implementation of events. This 

team member will also manage the vendor contracts for the venue’s exclusive caterers and be 

responsible for setting and upholding rental and operational policies for staff, clients, and 

vendors.  

The Facility Sales Manager works closely with the Marketing Manager and the Special Events 

Manager, as well as the Operations team to ensure that we are reaching revenue targets and 

providing an outstanding experience for our clients.  A good candidate is a cheerful problem 

solver who is detail oriented and knows how to build and lead a team. Sales experience is a 

must and experience working with caterers and in a museum setting would be extremely 

helpful. The Facility Sales Manager must also have strong administrative skills and be able to 

track cultivation efforts, event fulfillment and provide sales and demographic reports regularly.  

This position is a wonderful opportunity for the right candidate to become deeply involved in 

the fast-paced fundraising and marketing department of a major cultural institution which is 

making major investments in its facilities. 

 



The Facility Sales Manager is a full-time position reporting to the Development Manager: 

Special Events.  The standard work is Monday-Friday, 9am – 5pm with Work Flex as an option, 

but evening and weekend work related to events will be required.  

Major Responsibilities:  

Sales 

 Raise $400k+ annually from facilities rentals consistent with annual earned revenue goals. 

 Develop and implement annual marketing and sales strategy to meet budgeted goals for 

facility rentals; this will include recommendations for facility upgrades, vendor 

improvement, and pricing changes. 

 Draft annual Facility Sales Budget, consistent with annual earned revenue goals. 

 Manage social media accounts, WeddingWire and The Knot. 

 Generate sales leads by attending sales conferences and trade shows to sell the facility.  

 Respond to sales leads through phone calls, email, and website memberships. 

 Conduct venue walk-throughs with potential clients. 

 Negotiate and finalize contracts. 

 Collect deposits, payments, and photos from clients and caterers. 

 

Management and Operations 

 Leads the Facilities Team. 

 Works with Event Operations Manager to assign staffing to booked events. 

 Manages Event Spreadsheet, ensuring that it is consistently updated and available for 

review by Leadership Team. 

 Adds Facility Rentals to Company Calendar and attends Weekly Calendaring Meeting. 

 Creates hard copy and digital event files for Event Managers. 

 Creates Monthly Sales Reports with financials and event attendance numbers. 

 Sends Customer Satisfaction Surveys and compiles survey data for seasonal reporting. 

 Serves as primary client contact to resolve issues, ensuring proactive communications in 

advance of any change to conditions at a facility that might affect an event or a client’s 

experience. 

 Stay up to date on best practices and database updates 

 

Qualifications: 

 Bachelor’s Degree and 3-5 years of experience working in a museum or nonprofit 
environment or in an event venue of a similar or larger size. Comparable work 
experience may be considered in lieu of degree. 

 Strong marketing and sales experience 

 Knowledge of event operations and the Metro Detroit catering and event industry. 



 Excellent organizational, communication, listening, and follow up skills.  

 High sense of accountability and the ability to work independently. 

 Strong leadership skills and ability to build up team members.  

 Strategic thinker and problem solver. Ability to anticipate potential issues and be 
proactive in finding solutions. 

 Experience drafting budgets and forecasting revenue. 

 Experience with managing quality control and customer service recovery. 

 Sound judgment and the ability to make informed decisions. 

 Able to provide an excellent customer service experience for clients and a supportive 
work environment for staff. 

 Strong project management and time management skills 

 Demonstrated ability to prioritize and delegate tasks. 
 

Please send resume, cover letter and salary requirements to the Human Resources Department 

at humanresource@detroithistorical.org no later than July 25, 2019. Please no phone calls. 

About DHS: 

Stop working and start innovating!  This is your opportunity to join a national leader in museum 

services.  The Detroit Historical Society has a 100-year legacy of telling Detroit’s stories and why 

they matter.  Most recently, with the 50-year anniversary of the summer of 1967, DHS sought 

to commemorate the traumatic riots with a sensitive and inclusive narrative.  Rather than just 

create an exhibition, DHS shepherded a community-wide collaborative project.  Detroit 67: 

Looking Back to Move Forward captured the story and proved that the Detroit Historical Society 

is a safe place to convene for difficult conversations. 

 

DHS is an Equal Opportunity Employer and we encourage a diverse pool of candidates to apply.   
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