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ABOUT CHARLESTON, WV 

West Virginia’s riverfront Capital City region is a destination full of surprises. Historic neighborhoods sit just minutes from 
a vibrant riverfront downtown full of hip art galleries, vinyl record stores, boutique shops and independent restaurants. 

With 3,500 citywide guest rooms and more than 1,400 in downtown alone, Charleston is a great place to host any size 
event – from intimate gatherings to large association conferences. There is over 300,000 square feet of meeting space and 
a clean, safe, walkable downtown filled with thriving local restaurants and nightspots. 

For more information on Charleston, WV: https://charlestonwv.com 

ABOUT THE CHARLESTON CONVENTION CENTER & COLISEUM 

As the entertainment and convention centerpiece of Charleston, the 
Coliseum & Convention Center hosts the majority of the state’s 
premier entertainment, sporting and corporate events.  The Civic 
Center was first opened in 1958. It was expanded in 1965, the coliseum 
was added in 1980, and expanded again in 2000. A recent $100-million 
expansion and renovation project that started in June 2015 and 
completed construction in October 2018 has redefined Charleston as 

a premier meeting and event destination. Over the past 60 years, Charleston has played host to countless superstars, 
including Tina Turner, Elton John, Stevie Nicks, Aerosmith, Taylor Swift, Garth Brooks, etc... It has been the site of classic 
performances from Disney on Ice to state and national associations, regional corporate groups and amateur and collegiate 
sporting events.  

Venue Information 
• 13,500 seat spectator arena
• 50,000 sq. ft. exhibit space
• 25 meeting and conference spaces
• 25,000 sq. ft. ballroom

• 8,000 sq. ft. reception area overlooking the Elk River
• 738 seat in house theater
• 3,483 seat municipal auditorium venue on campus
• View the Floor Plans here

Coliseum 
The Coliseum is the preeminent entertainment arena in West Virginia (connected to the convention center). From world-
tour concerts, world-class sports events, trade shows, conventions, and attractions of the grandest proportions, our 
facilities support the requirements. The Coliseum offers broad adaptability with up to 13,500 seats and over 30,500 
square feet of event space. Charleston Civic Center Coliseum not only offers a state-of-the-art facility, but also state-of-
the-art comfort and accessibility. 

Municipal Auditorium 
Located near the convention center, the Municipal Auditorium is a true 
Charleston landmark. With its classical architecture and Art Deco styling, 
this strikingly beautiful venue accommodates theatrical performances, 
symphony concerts, film presentations, lectures, or large meetings. The 
Auditorium features a 65-foot stage and has a comfortable seating capacity 
of 3,400, excellent sight lines and quality acoustics that have made it an 
exceptional host to countless events. For Auditorium specs, click here. 

Charleston Convention Center 
As a centerpiece of Charleston, the Conven�on Center hosts the majority of the state’s premier corporate events, 
associa�ons, SMERF and sport events. The Conven�on Center boasts 50,000 sq. ft. of exhibit space, 25 meeting rooms, 
and a 25,000 sq. ft. ballroom. 

http://www.searchwideglobal.com/
https://charlestonwv.com/art-listings/
https://charlestonwv.com/recreation-listings/?recreation_topics=shopping
https://charlestonwv.com/food-listings/
https://charlestonwv.com/
https://www.chaswvccc.com/
https://www.chaswvccc.com/events
https://www.chaswvccc.com/p/getconnected/layout
https://www.chaswvccc.com/p/getconnected/coliseum
https://www.chaswvccc.com/p/getconnected/246
https://d38trduahtodj3.cloudfront.net/files.ashx?t=fg&rid=CharlestonCivicCenter&f=MA_Spec_and_Facts.pdf
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Little Theatre 
The Civic Center Little Theater, located within the Civic Center, provides an intimate performing arts atmosphere and is 
an ideal venue for musical or theatrical ensembles, audio-visual presentations, company meetings, films and lectures. 
The 738-seat auditorium comfortably accommodates diverse audiences and presenters. The Auditorium houses a 36-
foot proscenium stage allowing for a wide array of audiovisual capabilities, lighting, sound, platforms and other necessary 
support. 

Going Green 
Concerts, conventions, expos and meetings happen all over the 
country, but at the Charleston Coliseum & Convention Center, we are 
going GREEN. Our mission is to create, implement and enforce policies 
that minimize our impact on the environment. Our commitment 
includes the use of safe-cleaning products, reduced water usage, 
energy efficient lighting, recycling and streamlining the management 
of our HVAC, lighting, power, elevators and escalators. For more 
information on how we are going green, click here. 

POSITION SUMMARY 

The Executive Director will be responsible for overall management, promotion and operation of the Charleston 
Coliseum & Convention Center and Municipal Auditorium including strategy, service, sales, planning, booking, 
marketing, maintenance, security and accounting.  

The position is accountable to the Mayor of Charleston, WV and the Board of Directors for the development of policies, 
procedures, and programs for achieving the goals set by the City and the Board.  

Essential Functions: 
• Fulfills the department's mission by  developing and implementing strategic goals and objectives that are linked

to the City's vision.
• Manages the development and implementa�on of department goals (with accountable metrics), objec�ves,

policies, and priori�es for sales, service, security, opera�ons, finance, etc.… 
• Monitors and evaluates the efficiency and effec�veness of service delivery methods and procedures; assesses and

monitors workload, administra�ve and support systems, and internal repor�ng rela�onships; and iden�fies
opportuni�es for improvement and directs the implementa�on of changes.

• Acts as official departmental representa�ve to other City departments, Mayor's Office, elected officials and outside
agencies with responsibility of all department programs, policies, and ac�vi�es; and nego�ates and resolves
sensi�ve, significant, and controversial issues.

• Selects, mo�vates, and evaluates department staff; provides or coordinates training and works with employees to
correct deficiencies; and implements and administers disciplinary and termina�on procedures.

• Plans, directs, and coordinates, through subordinate-level staff, the department work plan; meets with
management staff to iden�fy and resolve problems; assigns projects and programma�c areas of responsibility; and
reviews and evaluates work methods and procedures.

• Manages and par�cipates in the development and administra�on of the department budget; es�mates funds
needed for staffing, equipment, materials, and supplies; directs the monitoring and approval of expenditures; and
directs the prepara�on and implementa�on of budgetary adjustments as necessary including capital plans.

• Coordinates departmental ac�vi�es with those of other departments and outside agencies and organiza�ons;
provides staff assistance to the Mayor, Chief of Staff, City Manager, City Council and the Board of Directors; and
prepares and presents staff reports and other necessary communica�ons.

• Responds to and resolves sensi�ve inquiries and complaints from both internal and external sources.
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https://www.chaswvccc.com/p/about/green-initiatives
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Essential Functions: 
• Atends Board and City Council mee�ngs and local (CVB) and na�onal industry mee�ngs, makes presenta�ons and

takes necessary ac�on.
• Reviews and recommends facility’s needs; manages and oversees construc�on and improvement projects;

prepares requests for proposals and bid documents; and nego�ates agreements and contracts with tenants and
contractors.

• Inspects facili�es for safety and compliance with building codes.
• Assists the Charleston CVB in marke�ng the venues as needed.
• Accountable for budget and forecasting.
• To the best of their ability, provides a secure environment to attendees and staff; review IAVM safety and

security initiatives and implements ideal programs for venues.
• Actively involved in the sales and servicing process.

SUPERVISORY RESPONSIBILITIES 

Manages subordinate Directors and Managers who supervise employees in the Sales, Events, Finance, Marketing, 
Operations, Food & Beverage/Culinary or other facility departments and contractor/partners. Is responsible for the 
overall direction, coordination, and evaluation of these units. Carries out supervisory responsibilities in accordance with 
the City policies and applicable laws. Responsibilities include interviewing, hiring, and training employees; planning, 
assigning, and directing work; appraising performance; rewarding; disciplining employees in conjunction with City Human 
Resources; addressing complaints and resolving problems. 

Qualifications, Knowledge, Skills and Abilities: 
• A dynamic leader with visionary abilities.
• Excellent listening, communication and interpersonal skills and organizational ability.
• Ability to work with and maintain highly confidential information is required.
• Ability to work nights, weekends and holidays as required by event schedule.
• Ability to work simultaneously with a broad variety of vested interest groups and to foster a cooperative

environment.
• Demonstrated knowledge of the principles and practices used in the successful management of convention and

event facilities.
• Knowledge of Microsoft Word, Microsoft Excel and be internet proficient.
• Ability to anticipate problems and implement immediate corrective action.
• Ability to perform effectively under significant pressure typically associated with meeting the demands and

timetables of the entertainment industry.
• Considerable knowledge of safety regulations and other federal, state or local laws and regulations.
• Strong orientation towards hospitality/customer service for the meeting, convention and entertainment

industry.
• Strong knowledge of budgeting, event management, facility operating standards, building maintenance,

custodial, personnel and office management.
• Effective supervisory skills. Ability to deal effectively with human resource and personnel problems; to deal

constructively with conflict; to motivate, provide counsel and execute applicable solutions.
• Ability to be with the sales team, the CVB and with customers to help sell and market the venues.

Education and Experience: 
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Bachelor’s Degree (BA) or a minimum 6 years progressively responsible experience as a convention center AGM, GM in 
like size venues or a department head in sales or service in a 1st tier, major convention center or convention hotel. 
Experience with IATSE partnerships is ideal.  
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Americans with Disabilities Act Compliance 
The City of Charleston, WV is an Equal Opportunity Employer. The ADA requires the City to provide 
reasonable accommodations to qualified persons with disabilities. Prospective and current employees are 
encouraged to discuss ADA accommodations with management. 

TOP PRIORITIES (FIRST 6-12 MONTHS) 

1. Go on a listening tour visi�ng with city and community leaders, the Board, the CVB, current customers, customers
that don’t book the venues any longer (why), the internal team…ask ques�ons to know strengths and
weaknesses.

2. Assess opera�ons and service levels to ensure ALL facili�es are opera�ng at a high level of customer service,
customer experience and efficiency.

3. Assess current organiza�onal structure and deployment and while communica�ng with the Mayor and Board,
redeploy responsibili�es that will enhance occupancy and customer experience.

4. Redeploy or create a new sales structure that will ac�vely hunt for new business; develop individual and team
goals with accountable metrics to achieve results.

5. Develop a strong partnership with CVB through mutual collabora�on, con�nue to move forward in a posi�ve
direc�on with shared goals to effec�vely book the Coliseum & Convention Center and Municipal Auditorium.

6. Work with the Mayor, the Mayor’s Leadership Team and the BOD to develop and execute a short and long-term
strategic plan that includes accountability that focuses on increased occupancy/revenue, economic impact while
focusing on con�nuous improvement of the customer experience.

7. Develop an understanding of the budget and capital needs of each facility.
8. Develop plans to increase guest engagement such as greeters and Marriot “Red Coats” or like to improve the

guest experience.
9. Create conven�on or conven�on resumes to communicate incoming group needs to the internal and external

teams.
10. Par�cipate or develop pre-conven�on mee�ngs to improve internal communica�on.
11. Create and implement a customer sa�sfac�on survey and with the City, create and implement an internal team

sa�sfac�on survey.
12. Promote and create public awareness so the community knows the goals of the venues related to economic

impact.
13. Con�nue to evaluate the conven�on centers owned and operated events such as the Bridal and Outdoor show

and evaluate �me/labor and space occupied to overall profitability and economic impact.

If interested in learning more about this great opportunity, please send your resume to the SearchWide Global 
Executive listed below. 

Mark Gnatovic, Executive Vice President | SearchWide Global 

www.searchwideglobal.com | info@searchwideglobal.com  

817-251-9118 (direct) | 817-789-9879 (mobile) 

About SearchWide Global 
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SearchWide Global is a full service executive search firm primarily for companies in the travel, tourism and convention, and hotel and 
lodging industries. We specialize in C-Level, Director and Management level executive searches for companies ranging in size from 
Fortune 500 corporations to mid-sized public and private companies.  

http://www.searchwideglobal.com/
http://www.searchwideglobal.com/
mailto:info@searchwideglobal.com
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