
 

 

DETROIT SPORTS COMMISSION 
 

CAREER OPPORTUNITY DESCRIPTION 
 

Sales Coordinator – Sports Market 
 
The Detroit Sports Commission is hiring a Sports Sales Coordinator to focus on administrative assistance and support with all phases 
of the sales cycle.  
 
The Detroit Sports Commission is a wholly owned subsidiary of the Detroit Metro Convention & Visitors Bureau, a company with more 
than 120 years of history of selling and marketing the Detroit region (tri-county) as a destination for meetings, conventions and leisure 
travel.  
 
As a member of the Sports Commission team, you will have the opportunity to influence operations that further the mission of the DSC 
and be part of a company designated as a Top Workplace by the Detroit Free Press in recent years.  The ideal candidate will have a 
minimum of 3 years of experience in an administrative/clerical support role in a sales or marketing environment. The preferred 
candidate will also have 2 years working experience in the Travel/Sports Tourism/Hospitality industry. More details can be found 
below.   
 

CANDIDATES MEETING REQUIREMENTS MAY EMAIL RESUME AND CV TO: CAREERS@VISITDETROIT.COM 
Please be sure to mention the name of the person who referred you when you apply. 

 
 
 
 
Position Purpose:  
 
Provide sales, administrative, clerical support, and staffing for special projects to the Detroit Sports Commission in the implementation 
and management of sales initiatives, activities and processes.      
 
Major Job Dimensions: 
 

 Perform specific assignments throughout the entire Sales process as designated by the Director and Sales Managers including 
managing accounts, lead processing and solicitation.  

 Enter leads into the system and follow-up with hotels/partners to ensure timely responses to RFPs. 
 Work with clients and committees as requested including making presentations. 
 Create and manage reports, create and gather correspondence, assist in creating proposals, bids, sales presentations and 

providing research as requested. 
 Plan and organize site inspections including appointments, itineraries and site books.   Participate in site tours as requested, 

advancing, conducting etc. 
 Work with Marketing to customize visuals for site books and bids. 
 Participate in regional initiatives such as tradeshows, FAMs and sales calls as required. 
 Be fluent in CRM and MINT data bases. 
 Communicate and follow up with partners as required. 
 Assist Detroit Sports Commission in responding to requests for information and assistance from both staff and outside 

constituents to fulfill annual and strategic sales goals. 
 Assist Detroit Sports Commission in various activities including maintenance of databases, distribution of leads, 

correspondence, staffing needs for special projects, preparation of bid books, site inspections, special events, and other 
necessary staff support functions. 

 



 

 

Additional Responsibilities 
 

 Proofreading and formatting correspondence 
 Prepare correspondence 
 Telephone fulfillment 
 Assist in copying and faxing 
 Provide overall support to Detroit Sports Commission 
 On rotation to provide coverage for DMCVB front desk  

 
 

Knowledge, Skills, Abilities and other Characteristics Required: 
 

 Self-motivated individual with the ability to work in a changing environment and independently with limited direction. 
 Ability to maintain a positive courteous and professional work attitude and working relationship with peers, colleagues and 

customers. 
 Skill in organizing, prioritizing and analyzing assignments. 
 Working knowledge of the hospitality industry, knowledge of area hotels/motels. 
 Working knowledge of regional sports facilities. 
 Excellent written and verbal communications skills in the English language. 
 Ability to communicate and interact effectively over the telephone and in person with tact and patience. 
 Ability to coordinate multiple clerical tasks as well as play a supporting role throughout the sales process. 
 Maintain dependable, consistent and acceptable attendance based on a 5-day, 40 hour work week. 
 Availability to work overtime when required. 
 Proficiency in basic business math applications and proficiency in word processing, database and spreadsheet programs. 

 
Minimum Qualifications: 
 

 Bachelor’s degree and/or commensurate experience. 
 Three years’ experience in an administrative support position. 
 Three years’ experience within a sales or marketing related organization 
 Advanced proficiency in personal computer software including spreadsheet, word processing and presentation software. 
 Ability to clearly express complex thoughts, ideas and concepts in oral and written English. 
 Ability to perform essential functions that typically involve reading text on a video display monitor and using a keyboard for 

extended periods of time. 
 Valid, unrestricted Michigan driver license. 
 

Preferred Qualifications: 
 

 Formal sales training 
 3-5 years’ experience providing administrative support within a sales related organization. 
 Direct client/customer contact supporting sales goals or fulfillment of obligations. 
 2 years working experience in the Travel/Tourism/Hospitality industry 

 
 
 
 
 
 

CANDIDATES MEETING REQUIREMENTS MAY EMAIL RESUME AND CV TO: CAREERS@VISITDETROIT.COM 
Please be sure to mention the name of the person who referred you when you apply. 


