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Position Overview:

The Business Development Manager (BDM) is responsible for the successful completion of all CLCNM business activities prior to the actual delivery to the customer of contracted/agreed-upon services.  This includes general publicity and marketing activities, identifying business prospects, making sales presentations, closing business agreements, registering/scheduling agreed-upon client programs, notifying CLCNM team members of program and schedule commitments, and maintaining necessary and beneficial pre-program contact with customers.  The BDM develops and implements marketing and sales strategies as well as registers and schedules clients all CLCNM programs—educational, public and corporate—to meet mission and budget goals.  The BDM discovers and develops new customers and works with existing customers to fill the available program schedule and provide positive on-going communication ensuring complete customer satisfaction.  Work is predominately intellectual and varied in character.  CLCNM is an equal opportunity employer.  
Reporting:  The Business Development Manager reports to the Challenger Learning Center (CLCNM) Center Director, but will support all CLCNM team members.
Major Duties and Responsibilities:  Enabling CLCNM to Serve Existing, Potential and New Clients:
1.
Manages, leads and implements marketing, public relations and sales activities

a. Develops and manages annual marketing and sales budget

b. Plans and manages marketing, publicity and related events activities, including community relations, advertising, web site development and maintenance, news articles and newsletters, public events, conference attendance, and public group activities

c. Writes and disseminates press communications, and maintains a press clipping library

d. Maintains exhibit booth and presentation materials and recruits participants for events
e. Acts as a spokesperson for CLCNM, as directed by the CLCNM Director
f. Develops partnerships that enhance programs for CLCNM
g. Conducts public relations, marketing and sales presentations.
h. Conducts or oversees market research and identifies customer needs and business opportunities
2.
Manages, leads and implements registration, scheduling and client business interface activities

a. Maintains smooth and well-informed relationships with customers from recruiting and marketing, through sales and scheduling

b. Conducts all customer registration, scheduling and notification processes for CLCNM programs, keeping current the CLCNM program/activities calendar, working closely with Flight Directors and UCDC Accountant.
3.
Miscellaneous Duties

a. Assists with mailings as well as PR and donor-related presentations

b. Answers phone calls

c. Serves as first point of contact for visitors, as needed
d. Keeping all records that relate to the customers, marketing, sales, registrations and schedules

e. Helping with CLCNM gift shop sales

f. Fiscal responsibility, CLCNM rules and regulations, and adherence to the directives of the Unser Children’s Discovery Center, Inc. (UCDC) Board of Directors

g. Working with volunteers and their assignments
h. Other duties as may be assigned by the CLCC Director or UCDC President
4.
General professionalism
a. Assists in CLCNM team planning and problem-solving
b. Supports other team members to conduct successful programs (mailings, phone calls, personalized attention for customers).
c. Supports the plans, goals, and objectives of the CLCNM and the UCDC  Board of Directors
d. Models teamwork and cooperation

e. Establishes and adjusts daily work to maintain efficient work flow
f. Supports the CLCNM philosophy and adheres to all work rules, policies, and procedures
g. Accepts directives with enthusiasm and commitment while performing any duties necessary to the successful delivery of the CLCNM programs
h. Seeks and participates in appropriate training activities that improve effectiveness and increases knowledge and skills related to the job position.

Qualifications:

1. Excellent interpersonal, communication, organizational skills (self-motivated and high energy)

2. Self-starter, willing to make decisions within scope of position

3. Ability and willingness to learn new skills, such as education terminology and philosophy

4. Computer literacy (experience with software such as Microsoft Office Suite)

5. Strong attention to details while “multi-tasking”

6. Ability and willingness to work with diverse groups, including multicultural and ethnic organizations

7. Consistent exercise of wise discretion and good judgment

8. Physical dexterity—some lifting of heavy materials and equipment may be necessary
9. Education industry background preferred
10. Outside and inside non-retail sales experience preferred

11. Bachelor’s degree preferred
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