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 Position Title: Venues Account Manager 

Section 1: Position Details  

Position Number: T237 

Classification: APS 5 

Type of Employment:  Non-Ongoing APS Employee 

Division:  Commercial & Visitor Services 

Section:  Venues 

Reports To:  Manager Commercial Services 

Number of Direct Reports:  1 

Number of Subordinates:  1 

Date PD Finalised: 02 March 2016 

Prepared by:  Manager Commercial Services 

Valid From: 2/03/2016 

Review Date:  1/03/2017 

Section 2: Organisation Operating Context  

The  Australian  National  Maritime  Museum  (ANMM)  is  the  leading  centre  for  maritime  herita

ge  in Australia. Our vision is to be a world leader in maritime heritage – engaging communities and 

increasing their appreciation of the importance of the oceans, seas and rivers to our past, present and 

future. Our mission is to lead the promotion and conservation of Australia’s maritime heritage and culture 

through:- 

 Developing  and  sharing our collections, knowledge and expertise; 

 Motivating learning through research, educational program and products; 

 Supporting community participation to retain our maritime heritage: and 

 Exploring contemporary issues of public interest and maritime relevance. 

 

Section 3: Position Purpose 

The purpose of the position is to: 

 

Work within the venues team to generate profitable commercial events utilising the museum venues and 

growing the museum’s venue client business. This role will focus on new venues joining the portfolio 

from July 2016 (“Admin Wing”) and be responsible for the forward bookings.  

 

Assist in the growth of the museum’s venue business and promotion of the museum as a unique cultural 

venue and filming location. This will include detailed understanding of account management financial 

reporting of the commercial events department.  

 

The role will have primary responsibility for responding to incoming venue and commercial filming 

enquiries, reactive sales opportunities and account management of existing clients to drive new business 

and ensure the new and existing venues meet budget. 
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Section 4: Accountabilities and Outcomes (Maximum 5) 

The position is accountable for other functions and outcomes and may have others assigned from time to 

time. 

 

Accountability 1: Securing profitable events across the museum’s venues with a particular focus on 

identifying clients for the “Admin Wing” as well as cross selling to all the museum’s venues.     

 

Outcome 1: Proactively manage, identify and source Admin Wing conference leads from the museum’s 

existing client base to secure forward bookings from July 2016. This may involve on or offsite 

presentations and site inspections with clients.  

 

Outcome 2: Support the Manager, Commercial Services and onsite caterer to deliver a program that 

proactively promotes the new venues and how they work with the existing venues. This could include 

assistance with preparation of collateral, website content and client networking and engagement 

opportunities.  

 

Outcome 3: Proactively identify reactive leads that have potential for the Admin Wing and convert. The 

database (CRM) of these clients would be maintained and 100% accurate.  

   

Outcome 4: Focus on yield management when sourcing leads with a focus on profitable catering and 

supplier opportunities to drive 44% profit for the department.  

 

Outcome 5: Upsell new or additional products or services to clients which could include additional 

venues, additional catering, suppliers such as theming or AV.   

 

 

Accountability 2: Account manage 30-40 clients identified as potential repeat or potential clients for the 

museum. Clients will be a mix of corporates, venue finders and professional conference. All clients 

should receive a meet/greet when onsite for an event.  

 

Outcome 1: Establish a client engagement plan for the 30-40 clients and manage this program to generate 

a higher volume or higher revenue (10% total event value or number of delegates) from these clients year 

on year or month on month. The client engagement program must be managed within the budget allocated 

by the Manager, Commercial Services.  

 

Outcome 2: Increase venue hire revenue by 15% per year Increase revenue from across the venues 

revenue areas by a minimum of 35% per year 

 

Outcome 3: Assess the 30-40 clients on a 6 monthly basis to ensure that these clients are appropriately on 

the “Client Account Management list” or a managed client. Proactively assesses, clarify, and validate 

client needs on an ongoing basis. 

 

Outcome 4: Identify opportunities for the museum with these clients where their reach may extend 

beyond venues – such as Welcome Wall, USA Gallery links, national outreach etc.  

 

Outcome 5: Identify opportunities to strengthen relationships with these clients such as supplier 

tradeshows, leisure promotions of the museum and preferred partner agreements. Represent the museum 

at the opportunities and bring back event opportunities.  
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Accountability 3: Maintain and develop an effective data base 

 

Outcome 1: Maintain and develop an effective data base by ensuring all client details are entered into the 

CRM and 98% accurate. All client engagement and leads to be added into CRM on the same day. 

Accuracy of information includes client details, financial information and event details, demographic or 

identifying information or allocation to marketing lists.  

 

Outcome 2: Grow the museum’s client base for venues engagement opportunities which could include 

invitations to museum events and activities such as exhibition launches as well as tickets to launch events 

etc. 

 

Outcome 3: Identify opportunities from strategic partnerships such as Business Events Sydney, MEA, 

Venue Finders, and suppliers to bring potential and existing clients to the museum to showcase the 

museum. Opportunities may also include offsite engagement.  

 

Outcome 4: Manage client lists for proactive and reactive client engagement opportunities that will 

provide an opportunity to drive new event leads or convert event leads.  

 

  

 

Accountability 4: Accurate records and adherence to policies and procedures around financial reporting, 

discounts on venue and equipment recorded and tracking and reporting this information. 

 

Outcome 1: Adherence to the museums discount policy, ensuring all discount requests have appropriate 

approval before providing to a client. Adherence to the PGPA Act and procurement procedures and 

policies.   

 

Outcome 2: Contracts and deposits received and paid within 7 days of confirmation and final invoices 

distributed within 24 hours of the event. Ensuring all pricing, quotes and proposals are 100% accurate. 

 

Outcome 3: 100% accurate reporting on weekly, monthly and quarterly basis or as required. All reports 

must be checked against CRM and Invoices to ensure appropriate records and tracking of activities. 

 

Outcome 4: Venues team achieves budget/targets and the new venues Admin Wing achieves targets.   

 

Accountability 5: Exceptional client service levels in conjunction with the Venues Operations Manager 

to ensure seamless process from sales to event delivery back to reconfirmation of the event for the future.  

 

Outcome 1: 100% accurate proposals, contracts and communication with clients, tailored to their event or 

filming requirements all recorded into the CRM. 

 

Outcome 2: Effectively manage the events booking system to ensure no double bookings of events and 

maximising bookings potential within the system to ensure maximum utilisation.  

 

Outcome 3: Prepare tailored proposals and contracts, within 24 hours of initial client contact, however 

client response within 2 hours of the client initial contact.  

 

Outcome 4: Client negotiations and achieve monthly sales targets. Manage and negotiate problem 

resolution if event delivery has not met client expectations.   
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Outcome 5: Work with the Venue Operations Manager to ensure timely feedback on all events and re-

booking of the event for the future.  

 

 

Mandatory Criterion: Knowledge of and commitment to legislative and APS requirements in relation to 

WHS responsibilities, equal opportunity, APS values & code of conduct; commitment to workplace 

diversity and working in a team environment. 

 

Section 5: Knowledge, experience & Capabilities (Selection Criteria) 

The occupant is required to have: 

 

1. Advanced sales and account management experience in the events, venue hire or major events 

industry, preferably within unique venues, or hotels with a track record of achieving sales targets. 

2. Substantial experience in negotiating agreements or contracts. 

3. Proven track record developing a strong client base and maintain good working relationships with 

clients, with experience representing an organisation at tradeshows or industry events.  

4. Excellent communication and interpersonal skills and the ability to work well in a small team  

5. Demonstrated initiative to improve systems and processes in support of team, departmental and 

organisational goals. 

6. The ability to prioritise and work in an effective and timely manner and to work within a diverse 

organisation and across multiple business units. 

7. Knowledge and experience in database management and analysis, including data collection and in 

particular operating CRM or venue system and a high level of proficiency in Microsoft office. 

8. Knowledge of and commitment to legislative and APS requirements in relation to WHS 

responsibilities, equal opportunity, APS values & code of conduct; commitment to workplace 

diversity and working in a team environment. 

 

Section 6: Mandatory APS Core Capabilities (APS staff only) 

To perform the job successfully, an individual should demonstrate the capabilities as defined and 

described by the Integrated Leadership System, ILS: A detailed description of the capabilities and the 

behavioural indicators for each is available for viewing or download at the APSC website 

www.apsc.gov.au. 

Section 7: Qualifications 

A high level of competency in Communications, Events, Hospitality Sales are essential 

 

NB This role will require some work on weekends and evenings from time to time.  

 


