
Submit Cover Letter & Resume 
To: lisav@fargomoorhead.org 

Subject: Jr. Convention Sales Manager 
 
 

 
Position: Jr. Convention Sales Manager 

Reports to: Director of Convention Sales 

Department: Sales 

 
Job Type:  Full Time 

Location:  Fargo, ND 

 

 
WHAT IS THE F-M CONVENTION AND VISITORS BUREAU? 

We are a Destination Marketing Association that is “a not-for-profit organization charged with 
representing a specific destination, and most are largely funded by hotel occupancy taxes.”  

We are your go-to source for anything happening in the Fargo-Moorhead-West Fargo area. The Visit 
Fargo-Moorhead is fully funded by a lodging tax paid for by visitors staying in area hotels and has a 
board of directors that governs the organization.  

MISSION STATEMENT 

Visit Fargo-Moorhead works to position our distinctive community as a desirable destination and 
gateway to the region and nation, resulting in a superior quality of life forits residents. 

POSITION OBJECTIVE AND PURPOSE 

The Jr. Convention Sales Manager is a key supporting role responsible for supporting convention sales 
efforts by assisting with industry research, supporting lead generating efforts, and helping with RFP 
preparation. This role will proactively support the identification and pursuit of group meetings, 
conventions, and event opportunities, assist with the sales process, and serve as a resource for client 
questions and destination information. This role will collaborate with the sales team to ensure proper 
data entry into the CRM and help coordinate logistics for FAM tours and site visits.  

PRINCIPAL DUTIES & RESPONSIBILITIES 

Main duties & responsibilities  

• Conduct industry, market, and account research to identify prospective meetings, conventions, 
and group business opportunities.  

• Assist with lead generation efforts, prospecting activities, database management, and follow-up 
communications with clients.  

• Help maintain accurate and up-to-date client, account, lead, and activity information within the 
CRM system. 

• Assist the Convention Sales team with the preparation, coordination, and submission of RFP 
responses, proposals, presentations, bid documents, and promotional materials. 

• Coordinate logistics and provide administrative support for site visits, familiarization (FAM) 
tours, client meetings, and hosted events. 

• Serve as a resource for client questions by providing destination information, hotel and venue 
options, and community resources. 

• Assist with assigned accounts by maintaining regular communication, tracking opportunities, 
and supporting relationship-building efforts. 

• Represent Visit Fargo-Moorhead at trade shows, industry events, sales missions, networking 
functions, and community events as assigned. 



• Prepare reports, track sales activities and performance metrics, and assist with maintaining 
departmental records and documentation. 

• Stay informed on industry trends, competitive destinations, and market developments to 
support sales strategies and business development efforts. 

Future Convention Center Partnership & Integration (once project is contracted and operational 
planning begins)  

In addition to the above:  

• Develop and maintain collaborative working relationships with the convention center sales and 
operations teams. 

• Assist with coordination efforts between Visit Fargo-Moorhead, the convention center, hotels, 
venues, and community stakeholders. 

• Participate in planning meetings and support communication efforts related to convention 
center opportunities, client needs, and operational planning. 

• Help gather and distribute information needed to support convention center sales initiatives 
and event planning efforts. 

Partner & Stakeholder Engagement  

• Build and maintain positive working relationships with hotels, venues, event service providers, 
and community partners.  

• Participate in collaborative efforts with the Sports Sales team and other departments to support 
a coordinated destination sales approach.  

• Assist with communicating lead opportunities and client needs to hospitality partners and 
stakeholders. 

• Support partner engagement initiatives, educational programs, and industry outreach efforts. 
• Serve as a professional ambassador for the Fargo-Moorhead-West Fargo community and the 

local hospitality industry. 

REQUIREMENTS 

Qualifications 
• 2+ years of experience in convention sales, destination sales, hotel sales or a related hospitality 

role.  
• Strong presentation, communication, and relationship-building skills. 
• Ability to manage multiple projects, priorities, and client relationships simultaneously. 
• Excellent verbal, written, and interpersonal communication skills. 
• Experience in working in a CVB/DMO environment beneficial  
• Knowledge of convention center operations and citywide booking strategies a plus  
• Experience working in a CRM system.  

 
Skills & Competencies  

• Growth minded sales professional that thrives in an evolving, fast-paced and dynamic 
organization.  

• Project management and attention to detail.  
• Strategic sales and revenue generation.  



• Team player that works well alongside other team members. 
 
Abilities, work environment, compensation 

• Primarily indoors, office environment with an option to work remotely after a probationary 
period  

• Light lifting of up to 50 pounds 
• Sitting and typing for long periods of time  
• Reasonable accommodation may be made to enable individuals with disabilities to perform 

the essential functions  
• Potential travel may be required for sales missions, trade shows, and client engagements.  
• Occasional evening and weekend work to support client events and community functions. 

 

WHY WORK FOR THE FM CVB? 

The Fargo-Moorhead community is truly unique, or as we say, North of Normal.  Working at the 
organization charged with promoting the area, is no different.  Open communication, collaboration, 
respect, and embracing new ideas are what we’re all about. The FM CVB offers excellent benefits 
including health, vision, and dental insurance, generous PTO and sick days, company-paid cell phone, 
bring your dog to work Fridays, and a family-friendly environment.  

NOTE:  

Due to the nature of our business, every position at Visit Fargo-Moorhead requires flexibility and, at 
times, assistance that supersedes the job description.   This is a general description of the nature of this 
job and the types of work associated with it.  It is by no means complete or exhaustive in its scope.  
 
Applicants must submit a cover letter and resume to lisav@fargomoorhead.org with the subject line, Jr. 
Convention Sales Manager.  

 

 


