
Alstede Farms, LLC 
Job Description 

 

Parties, Special Events and Tour Manager 
 

Primary Responsibilities: 

This role includes but not limited to managing, planning, coordinating and executing all 

functions, tours, and special events on the farm.  This person reports directly to the General 

Manager.  They will serve as part of the upper management team.   

 Maintain tour and event schedules. 

 Liaise with clients to find out their exact event requirements and ensure customer 

satisfaction. 

 Organize facilities and details such as decor, catering, entertainment, transportation, 

location, invitee list, special guests, equipment, promotional material etc. 

 Produce detailed proposals for events (including timelines, venues, suppliers, legal 

obligations, staffing and budgets) 

 Research suppliers and contractors, then negotiate prices and hire 

 Manage and coordinate suppliers and all event logistics (for example, venue, catering, 

etc.) 

 Liaise with sales and marketing teams to publicize and promote the events. 

 Manage all pre-event planning.  Host and oversee guest events and functions. 

 Coordinate suppliers, handle client queries and troubleshoot on the day of the event to 

ensure that all runs smoothly. 

 Manage a team of staff, giving full briefings. 

 Organize facilities for car parking, traffic control, security, first aid, hospitality and the 

media. 

 Make sure that insurance, legal, health and safety obligations are followed. 

 Oversee the dismantling and removal of the event and clear the venue efficiently. 

 Produce post-event evaluation to inform future events. 

 Research opportunities for new clients and events. 

 Train staff members to give the best customer service. 

Requirements: 

 Proven experience as an events planner or organizer 

 Impressive portfolio of previously managed events (weddings, meetings, parties, 

corporate events) 

 Excellent time management and communication skills 

 Sales skills and ability to build productive business relationships 

 Ability to manage multiple projects independently 

 MS Office proficiency 

 Willing to submit references from previous clients 


