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Cultural Attractions - Events and Rentals Coordinator
Company Name: [INSERT COMPANY NAME HERE]
Department: Events
Reports to: Chief Operating Officer
Location: [INSERT LOCATION HERE]
1. Position Summary
We're hiring an Events and Rentals Coordinator to book and run private events on our grounds. You sell and plan weddings, company events, birthday parties, and after-hours rentals, and you help run our fundraising events. You protect the [animals, artifacts, or plant collections] by holding renters and caterers to our site rules.
2. Essential Duties and Responsibilities
1. Answer rental inquiries, give site tours, and send proposals from the rental rate sheet.
1. Write contracts, collect deposits and final payments, and get certificates of insurance from renters and vendors.
1. Build event orders with timelines, floor plans, and setup needs for facilities, security, and caterers.
1. Hold vendors to site rules, such as no open flames or confetti and [no food or drink near collections or animal areas].
1. Schedule security and facilities staff for each event and bill extra staffing to the client where the contract allows.
1. Support the gala and donor events with the Director of Development, from vendor booking to day-of setup.
3. Key Tasks / Daily Activities
1. Return inquiries and follow up on open proposals.
1. Lead site visits for couples, companies, and event planners.
1. Update the event calendar so rentals don't clash with school programs, member nights, or maintenance.
1. Confirm details with caterers, rental companies, and the client in the week before each event.
1. Run events on site: setup, vendor arrival, the timeline, and teardown.
4. Key Performance Indicators (KPIs)
1. Rental revenue against budget: [your target].
1. Inquiries that become bookings: [your target].
1. Client satisfaction after the event: [your target].
1. Events with damage or incident reports: [your target].
5. Required Qualifications and Skills
1. [2+] years in event planning, catering sales, or venue management.
1. Experience with event contracts, deposits, and event orders.
1. Keeps track of many dates, vendors, and details at once.
1. Polite and firm when enforcing site rules with clients and vendors.
1. Available evenings and weekends for events.
6. Preferred Experience
1. Experience at a venue, hotel, museum, or other attraction.
1. Has used event booking software such as [your system].
1. Certified Meeting Professional (CMP) credential.
1. Knows local permit rules for serving alcohol at events.
7. Physical Requirements
1. Stand and walk through long event days, indoors and outdoors.
1. Set up tables, chairs, and decor up to [40] pounds.
1. Work outside in changing weather during events.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Full-time. Many evenings and weekends, especially in [wedding and holiday seasons].
1. On site for events until the last vendor leaves.
1. Weekday office time for sales calls and planning.
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new events and rentals coordinator gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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