Y SCHOOL DISTRICT

Position Title: Event Manager PCN:
Department/School: Department of Operational Planning Locatior!/ Bridge View
Address:
Reports to(Title Facility Use Officer Work am  to pm
only): Hours
?;I; ;}g/rP;SItlon ] Non-Certified Administrator ~ [] Certified Administrator ~ [=] Non-Exempt Hourly ~ [] Teacher
Position type/ Grade Position # | Varies based on
(to be completed by of days rentals
HR)
Travel Required Some FLSA [] Exempt
Status [=] Non-exempt

Job Description

JOB PURPOSE/REASON:

Provide on-going oversight and assistance during auditorium and facility rentals to assure all technical aspects and set up are
completed per contract.

Provide building and grounds supervision for facility rentals. Acts as liaison with custodial staff, security personnel and other staff
assigned to the event. Insures that facility is open and accessible to renters, lights are turned and facility is in good operating

condition in accordance with CCSD standards. Event manager is responsible for continual monitoring of facility to insure that renters
are 1icinn farilitv in arcardance with rantal annlicatinn anidelinec

REQUIRED QUALIFICATIONS:
EDUCATION: [=] High School Diploma or Equivalent  [] Associate’s Degree [ ] Bachelor’s Degree
[ ] Master’s Degree [ ] Other

EXPERIENCE & TRAINING:
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Nty SCHOOL DISTRICT

LICENSING/CERTIFICATION:

OTHER SKILLS/REQUIREMENTS:

PREFERRED QUALIFICATIONS:

Experience in planning and coordinating events. Excellent organization, communication and planning skills.

SUPERVISION RESPONSIBILITY (IF APPLICABLE):

Direct Reports: 0 # of non-exempt/classified 0 # of exempt/administrators/teachers
Indirect Reports: 0 # of non-exempt/classified 0__# of exempt/administrators/teachers

PRIMARY POSITION RESPONSIBILITIES:

* Serves as building supervisor for rental activities.

* Provides oversight for facility use including set up (if needed), opening and closing of facilities and equipment needs.
* Qversees operational safety of events per CCSD guidelines.

* Provides support as needed during rentals to both CCSD staff and rental customers.
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PRIMARY POSITION RESPONSIBILITIES, CONTINUED:

SECONDARY POSITION RESPONSIBILITIES

PHYSICAL/MENTAL REQUIREMENTS:

Exerting up to 20 pounds of force occasionally.

NOTE: The above is intended to describe the general content of and requirements for the performance of this job. It is not to be
construed as an exhaustive statement of essential functions, responsibilities or requirements. This job description must not be

misconstrued as a promise of employment, nor deemed as an employment contract.

Department Head Sean C. Hughes Date 9/21/2016
Associate/Chief/Executive Date

Director

Superintendent (if applicable) Date

Human Resources Date
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