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Events Coordinator

The Events Coordinator is responsible for the scheduling and coordination of facility rental events; i.e., parties, weddings, class reunions, corporate meetings, receptions, etc. as well as support for MAX events and programs. This position reports to the Event Rental and Experience Manager.

Essential Functions
· Execute event rentals and MAX events with the highest professionalism
· Provide high communication throughout the entire event booking process
· Ensure clients, caterers and vendors provide proper documentation for events and keep detailed records
· Book events utilizing Point of Sales System (Versai) and update invoices and bookings to ensure accuracy
· Coordinate event bookings to ensure accurate information, layouts, and staffing needs on MAX Calendars 
· Coordinate arrangements for vendors, entertainers, caterers, and technical support
· In collaboration with Marketing, actively promote and market The MAX as an arts cultural center and venue for events, weddings, receptions, corporate meetings, and other gatherings
· Schedule and lead tours of The MAX for potential clients and vendors
· Coordinate specific event needs and communicate to staff 
· Direct and assist with the set-up, arrangement, and tear-down of chairs, tables, technical equipment and related items when necessary

Minimum Qualifications
· Associates degree plus a minimum of two years of related work experience, or equivalent combination of education and experience
· Ability to manage multiple projects simultaneously and to meet deadlines
· Ability to work well independently with minimal supervision while also establishing and maintaining effective working relationships with co-workers, vendors, and the public
· Skill in overseeing performance by vendors and suppliers, to the extent necessary
· Ability to communicate effectively both orally and in writing
· Must maintain professional appearance and demeanor
· Experience with planning and coordinating social events
· Ability to work nights and weekends
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