
 

 
 

 
Sports Sales Coordinator (Part-time) 
 
Employer: Gwinnett Sports Commission (GSC) 
 
Post Date: 12/15/16 
 
Closing Date: 1/16/17 
 
Description: The sports sales coordinator serves as the primary administrative support staff to the sales 
staff at the Gwinnett Sports Commission. This person will be responsible for assisting with the 
recruitment/sales of sporting events, as well as the activation of the events themselves. The ideal 
candidate will be familiar with the sports industry, is adept at technology, organized and is 
service/customer-oriented.  
 

Essential Functions:  
 
Sales & Administrative 
 

 Promote and sell Gwinnett County to individuals and groups as a premier sports destination. 

 Maintain relationships with the relevant local, state and national governing bodies.  

 Engage in sales activities that produce leads. Maintain a consistent sales effort through 
appropriate communication channels including email, telephone, events, etc.  

 Develop strong relationships and partnerships with local sports facilities (i.e. Suwanee Sports 
Academy, Gwinnett County Parks and Recreation, etc.) in order to enhance our ability to bring in 
new events to Gwinnett County. 

 Develop and maintain a positive working relationship with members of the local hotel 
community.  

 Proficiency in sales lead software, in order to assist sales manager with lead generations 

 Assist with social media platforms for the Gwinnett Sports Commission (Instagram, Facebook, 
Twitter). 

 
Event & Project Management 
 

 Provide on-site event presence on behalf of the Gwinnett Sports Commission (as needed) 

 Coordinate volunteers for events 

 Provide support and logistical assistance to event organizers in the planning and conducting of 
their athletic related events held in Gwinnett County.  

 



 
 
 
 
Measuring & Tracking 
 

 Track and measure economic impact numbers, ROI and hotel occupancy related to sports in 
Gwinnett County.  

 Maintain accurate, detailed and thorough data through the IDSS system.  
 
 
Requirements: 
 

 Sports knowledge 

 Excellent communication skills 

 Strong sales & negotiation skills 

 Social media experience  

 Independent, self-starter 

 Organized and detail-oriented 

 Professionalism and customer service oriented 

 Technologically savvy 

 Enthusiastic and team oriented 

 Strong writing and verbal skills 
 
 
Position Qualifications:  
 

 Education: Bachelor’s degree from an accredited college or university (major course work in 
sports/recreation management is a plus) 

 Required skills: Thorough understanding of MS Office Suite (MS Word, Excel, Publisher, Outlook) 

 Desirable: Familiarity with Gwinnett County area 
 
Notes: 
 

 Position is part-time (25 hours per week) 

 Mileage reimbursement offered for work-related projects and events. Office hours are generally 
8:00 AM until 5:00 PM, Monday through Friday. Given the nature of the business, some evening 
and weekend work may be required. Gwinnett Convention and Visitors Bureau is an Equal 
Opportunity Employer.  

 
How to Apply: 
 

 Email resume and letter of interest to Leigh Hooten, lhooten@gwinnettsportscommission.com 

 No phone calls please 

mailto:lhooten@gwinnettsportscommission.com

