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To:		Shelby Givens
From:		Sarah Petty
Subject:	Private Event Salesperson
In regards to our previous discussion, I have analyzed our needs for our private events department. We currently have only one staff member marketing and booking private events so it is a good idea for us to recruit another staff member for this job in order to increase our private event bookings.

The ideal age range for a person in this position would be 24 to 35 years of age. Our target market is within the young adult range so someone within that age range would do a better job of understanding what the target market wants and would use that knowledge towards advertising and creating sales. The minimum education required is high school but the person must have experience with customers, customer care, must be outgoing, have strong communication, persuasion, and social skills. Basic excel skills are needed for keeping good and detailed records. Social networking skills are extremely necessary in order to better advertise and market our services to a greater number of people. Being bilingual is an asset but is not a must. 

Training new employees for this position wont be a difficult task. We currently will only need two private events salespeople but as the company grows, a third may be necessary in the future. They just must be taught how our system and schedules work. Booking, scheduling, and selling the space for private events must all be recorded and kept track of. Excel knowledge is an asset in this case. Good presence in social networking applications and systems will come in handy. These employees will work with technology to broadcast our services to many people but they cannot completely be replaced by technology as there still needs to be someone to prep the schedules and ensure the area is ready for the event.

These employees can be recruited from anywhere. Advertising the position online will save time, money, and will reach more people. We need to ensure we hire an organized individual with outstanding social and communication skills. At this point in time we cannot afford to provide fringe benefits but an employee and family discount will be provided when ever they come in to enjoy our services. Pay will start at slightly higher than minimum wage due to the fact that commission will be provided for every sale they make which will motivate them to make more sales. We must provide them with goals such as booking at least two private events per week and every two month, these goals will be assessed to see if they were able to hit their target. It is possible for them to work from home and to set up their own hours for this position as their main job requires them to advertise and book private events which can be done from practically anywhere. If they work from home, it would save us the money it would have cost us for office space. If ultimately an employee is not hitting our goals, we will have to relieve them of their duties and find someone that is more determined and suited for the position. Thankfully there aren’t many training costs associated with this position.
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