
Job Title: Conference Assistant Supervisor 
 
General Job Summary:   Responsible for supervising daily Conference Services operations.  Works closely with 
contracted housekeeping staff, contracted linen provider, and other service providers to ensure timely preparations for 
conference guests. Creates and updates the group goal sheets, coordinating various deadlines and schedules to 
effectively organize operations. Supervises Conference Assistants, performs tasks given by the administrative staff, and 
reports to the Conference and Events Manager.   
 
Responsibilities: 
1. Supervise the work of Conference Assistants, ensuring a professional and friendly environment for conference 

guests.  
 

2. Provide feedback and on-going training to Conference Assistants.  Prepare and conduct mid-summer and final 
evaluations for Conference Assistants   by established due date.  Address performance issues with administrative 
staff.  
 

3. Develop and monitor daily group goal sheets and confirm that Conference Assistants   are on target to complete 
tasks in required timeframe. Coordinate the goal sheets with larger office schedule, including housekeeping, service 
providers, check-in and outs, and deadlines.  Assist in completing tasks, as needed.  

 
4. Review housekeeping work to ensure completion and adequacy of work. Work with housekeeping supervisor to 

address cleanliness concerns and in ordering necessary supplies and equipment.  Perform light housekeeping as 
needed to ensure a quality experience for all guests.   

 
5. Complete final inspection (double check) before group arrival and address any concerns. May need to perform light 

housekeeping or simple maintenance as needed during double checks to provide a quality experience for all guests.  

6. Responsible for group data entry and re-assignments of the rooming list for groups, keeping a record of the changes 
made to the rooming list. Assist in making changes to the key packets to reflect the rooming list changes.   

 

7. Maintain inventory of guest amenities, Conference Services equipment and supplies. Supervise final inventories 
completed by Conference Assistants   and maintain records of changes or damages to supplies during summer. 
Complete initial and closing inventory.  

 
8. Track lost/found items collected by Conference Assistants   and contact group leaders to schedule pick up-drop off. 

Schedule donations for items which have not been picked up. 
 

9. Submit weekly linen order to Conference and Events Manager after reviewing weekly audit of linens (received and 
returned).  Assist the director in reconciling orders and returns to ensure sufficient inventory of linen is available for 
conference guests.   

 

10. Work with administrative staff to prepare building opening and closing schedules.  Monitor approved schedules to 
ensure deadlines are met in opening and closing of all buildings used by conference services.  Complete final 
inspection for all building openings and assure timely preparation for groups.  Coordinate closing and return of 
buildings to Residence Life, ensuring buildings are inspected, concerns remedied, and inspections scheduled by 
deadline.  Work with representative from Residence Life to inspect buildings and obtain clearance for building 
closings.   

 

11. Confirm that data entry performed by Conference Assistants is accurate, upload initial rooming lists, check-in and 
check-out data entry, and billing information. Address any errors or discrepancies with responsible Conference 
Assistant or Conference Coordinator. 

 



12. Review tote and prepared key packets prior to group arrival. Place room keys in key packets and account for any 
final changes prior to group arrival. 

 
13. Review check-in and check-out totes for completion, making sure they include registration lists, parking passes, 

signs, and labels. Review and correct any errors in key packets created by Conference Assistants  . Staff check-in and 
check-out as needed.  

 
14. Review damage reports submitted by Conference Assistants   after departure and determine if a work order needs 

to be submitted. Add the appropriate charges to the group master bill. 
 

15. Back up with other staff to cover the Info Desk (Monday-Sunday). Tasks include, but are not limited to, answering 
phones and guest questions, radioing staff to handle guest concerns, and delivering messages to the appropriate 
departments and staff. 

 
16. Provide support and backup for Conference Assistants in their duty night rotation shifts. Maintain on call schedule 

with the other Supervisor (Monday-Sunday) between 5:00pm and 8:00am.  

 
 

17. Perform other duties as requested by administrative staff.  Ensure that all communication within the office about 
tasks and goals is accurate.  May assist conference coordinators in monitoring tasks and services associated with 
groups. 

 

18. Attend weekly training sessions during the spring semester.  Attend scheduled summer meetings.    Participate in 
and conduct portions of the summer staff training. Read the blog and keep up-to-date on occurrences.  

 

19. Represent the College in a professional and positive manner to conference guests and provide quality customer 
service.  Respond to emergencies in a calm and professional manner.  Address critical issues with the assistant 
director and/or director.  

 
Qualifications: 

 Candidate must have excellent knowledge of William and Mary facilities, in particular the residence halls, and the 
Williamsburg area.   

 Supervisory experience preferred. Motivational and leadership skills including excellent communication skills are 
necessary.   

 Must have valid driver’s license. 

 Strong organizational, time management, scheduling, and customer service skills required. Must be able to adapt to 
change quickly.  

 Possess the following characteristics – dependable, punctual, detail oriented, courteous, motivated, patient, and 
able to work with diverse groups. 

 Basic computer abilities with working knowledge of Microsoft Word and Excel required.  Ability to maintain data 
with high degree of accuracy under tight deadlines. 

 Past event planning experience preferred.  

 Ability to work independently, as well as cooperatively in a team setting. 

 Ability to perform physical labor (lifting moderate weight of 25 – 75 lbs.) and work outdoors required.  Must be able 
to work irregular work schedules, to include nights and weekends. 

 
Employment Requirement:  Candidate must agree that the Conference Services position will be their primary 
employment during the summer contract period.  Any secondary employment, research, internship or summer school 
enrollment must be approved, in writing, by the Director of Conference Services. Candidate must possess a valid driver’s 
license for at least 6 months prior to employment start date. 
 
Compensation:  Compensation package includes competitive salary, as well as on campus housing for summer contract 
period.  



 
Benefits:  Candidate will gain professional work experience, which can be applied to all future employment. They will 
learn to work with diverse staff and conference groups; proper office etiquette and procedures; to develop and maintain 
professional relationships with service providers and group leaders; to gain supervisory and leadership skills; to develop 
strong customer relations; and to gain extensive database experience.  
 


