
 

Events Director 
The Events Director must possess working knowledge of business operations and 
the event industry.  The Events Director will sell, plan, direct and coordinate events 
for Hub 757 Events.  The primary task is to ensure that the organization runs 
smoothly and efficiently with as high an occupancy as possible.   

This is a new role and requires someone highly motivated, with the ability to help 
create a function that will not only be a ministry but also fuel other ministries as it 
connects Believers Church to the community.   

Schedule 
This position requires a flexible schedule that may exceed 40 hours per week and 
the ability to work flexible hours, including evenings, weekends and holidays.  

Job Duties & Tasks 
1. Aggressively seek new contacts and maintain working relationships with all 

organizations, corporate promotional contacts, and the general public. 
2. Manage daily operational activities. 
3. Remain current of national trends in the industry and local market changes 

to best serve the facility.  
4. Implement programming to help ensure the successful achievement of the 

short and long term goals and objectives. 
5. Compile and maintain on-going sales activity reports. 
6. Ensure the proper invoicing of clients and vendors. 
7. Conduct site tours with potential clients. 
8. Collect and compile data regarding local competitors to ensure pricing 

and policies are competitive and accurate for the market. 
9. Serve as or manage event coordinator during functions to minimize 

confusion and resolve challenges.  
10. Work with clients to plan the details of their event including, but not limited 

to, all arrangements with outside vendors, any ceremony walkthroughs, 
program custom lighting & and other audiovisual equipment as needed. 



11. Ensure that event setups are executed smoothly and information is 
efficiently communicated and carried out amongst event staff.  

12. Review newspapers, websites, chamber function, and social media to 
learn about contemplated social and meeting activity. 

13. Gather and compile client testimonials.  
14. Manage client contracts. 
15. Maintain relationships with vendors. 
16. Update website, Facebook, Google+ and other social media accounts as 

needed. 
17. Develop budgets and forecasts.  
18. Ensure financial targets are met with regards to revenue and expenses. 
19. Formulate, implement and enforce policies. 
20. Supervise human resources activities such as determining staffing 

requirements, interviewing, hiring, and training employees 

Job Requirements 
1. A bachelor’s degree is required with an emphasis in business preferred.  An 

MBA is a plus.   
2. A minimum of 5 years’ experience in sales and/or management. 
3. Ability to exercise sound judgment and make proper decisions in handling 

incidents at all types of events. 
4. Ability to communicate in a clear and concise manner, both orally and in 

writing.  
5. Ability to properly train event employees and establish policies and 

procedures to ensure the success of all events.  
6. Proven ability to deal in a professional and cordial manner with the public 

attending events.  
7. Ability to plan, service and supervise a variety of events. 
8. Ability to write routine reports and correspondence.  
9. Ability to maintain a calm, composed presence in an often fast-paced 

environment where multiple tasks, events and stimulus will occur 
simultaneously.  

10. Ability to define problems, collect data, establish facts and draw valid 
conclusions. 

11. Must be proficient in Microsoft Office Suite and Macintosh operating 
software. 

12. Must be self-motivated, organized, and accountable. 
13. Will work closely with senior staff members 
14. Travel may be required 



How to Apply 
Completed application and resume should be emailed to Dave Miller 
(dave.miller@believerschurch.org) or a hard copy delivered to Believers Church 
office. 

  



 
Believers Church 
4500 Peek Trail, Chesapeake, VA 23321 
(757) 488-7541 
 

EMPLOYMENT APPLICATION 
 
Date: ________________________ 
 
Name: ________________________________________________________________________ 
 
Address: ______________________________________ City: ___________________________   
 
State: ________  Zip: _____________                
                                                                                                      
Telephone: __________________ (h/w/c)  E-mail: __________________________________ 
 
Length of time at address listed above: ________                             
 
Position desired: ___________________________ Date available to start: _____________                                       
 
What hours and days are you available to work? _______________________________                                                                                                                        
 
If hired, what salary or rate of pay do you expect to receive? ____________________                                                                                                     
 
Are you legally eligible to work in the United States?    Yes   No 
(Proof of eligibility will be required upon offer of employment) 
 
Are you over the age of 18?   Yes   No 
(If no, you may be required to 
provide authorization from a parent or guardian) 
 
Have you ever applied to, or worked for, Believers Church?   
If yes, please give date: __________   Yes   No 
 
 
 



Educational Background 
 
 Name/Location of School Year 

Graduated Degree Areas of 
Concentration 

High 
School 

 
 

   

College  
 

   

Other  
 

   

Employment History 
(Please begin with most recent) 
 
Employment  
Date (s) 

Employer & 
Supervisor’s 
Name 

Address & 
Telephone 
Number 

Job Title &  
Primary 
Responsibilities    

Reason for 
Leaving  
 

         
 

    

 
 

    

 
 

    

 
 

 
 

   

 
 
May we contact the employers listed above?     Yes      No 
 
 
Please list any additional education, training, or skills that qualify you for the 
position to which you are applying.  
 
 
 
 
 
 
Have you ever been convicted of a criminal offense (felony or misdemeanor, 
except for minor traffic violations), including convictions based on a plea of guilty 
or no contest?     Yes*        No 



*If “yes,” please explain, including the nature of the offense, date, court location, 
and other information that would be helpful to us in considering your application. 
 
 
 
 
 
 
 
 
Church Activity 
Please list the churches you have attended over the past five years. 
 

Church Name Address/Location Telephone Number Date(s) Attended 
 
 

   

 
 

   

 
 

   

 
 

   

 
References 
Please list three references (not related to you) that we may contact. 

 

Name Address and Telephone 
Number Years Known/Relationship 

 
 

  

 
 

  

 
 

  

 
Please provide any other information that you feel will help us in considering your 
application for employment: 
 
 
 
 



Non-Discrimination Statement 
Believers Church does not discriminate against job applicants or employees on 
the basis of race, color, national origin, gender, disability, age, or veteran status.  
 
Employment At Will 
Employment with Believers Church is “at will” and not by contract either 
expressed or implied.  This means that if you become employed at Believers 
Church, both you and the church are free to terminate the employment 
relationship at any time. 
 
 
Certification and Release 
By signing this job application, I certify that all the information I have provided is 
true and accurate to the best of my knowledge, and understand that misleading 
or false statements on this application may lead to a decision not to hire me or, if 
hired, to terminate my employment. 
 
I hereby give Believers Church permission to contact my previous or current 
employers, references, schools, and others concerning the statements in this 
application, and I hereby release all parties involved from any liability as a result 
of such contact.  
 
I understand that if offered a position with Believers Church, I may be required to 
submit to a pre-employment medical examination, drug screening, and/or 
criminal background check as a condition of employment.  I understand that 
unsatisfactory results from, refusal to cooperate with, or any attempt to effect the 
results of these pre-employment tests will result in withdrawal of an employment 
offer or, if already employed, termination of employment. 
 
BY SIGNING BELOW I ACKNOWLEDGE THAT I HAVE READ, UNDERSTOOD, AND AGREE TO 
THE ABOVE STATEMENTS. 
  
 
______________________________________________ __________________________________ 
Signature Date  
 
 
 


