OHIO COUNTY DEVELOPMENT AUTHORITY

JOB POSTING / CAREER OPPORTUNITY



POSITION TITLE:  		Event Center Coordinator
REPORTS TO:			Operations Manager, Ohio County Development Authority
SUPERVISES:			May result in a supervisory role
FLSA EXEMPTION STATUS:	Full-time, hourly, non-exempt
SALARY:			Commensurate based on experience
BENEFITS:			Health, life, dental and vision insurance, pension
START DATE:			Within two weeks of offer (unless otherwise agreed)


ABOUT US

We are a public sector employer located in the Northern Panhandle of West Virginia, seeking an energetic, career-minded, self-starter to join us in a management role as the Highlands Event Center Coordinator.  We offer a competitive salary, twelve paid holidays, paid vacation and sick leave, health, dental, vision and life.

SUMMARY AND PURPOSE:

The Event Center Coordinator is tasked with all aspects of coordinating the day-to-day operations of the Highlands Event Center to include:  marketing the event center; improving utilization; improving profitability; meeting with prospective clients; brainstorming ideas with clients; scheduling food service for events; keeping event expenses within a set budget; addressing issues that arrive while guests are present; and scheduling staff.  We are seeking a forward thinker able to individualize events, and work with the needs of each client.  

ESSENTIAL FUNCTIONS:

1. Assists management in the creation of a marketing plan and marketing materials.
2. Ability to think critically and resolve client issues.
3. Implements the agreed upon marketing plan.
4. Develops standard procedures to ensure proper entry into the financial accounting system.
5. Handles all vendor correspondence via telephone or email.
6. Investigates and resolves problems associated with processing of invoices.
7. Prepares check requests and wire transfers.
8. Reconciles various accounts on a monthly basis, bringing any discrepancies to the attention of the  Finance Director.
9. Receives, researches, and resolves a variety of routine internal and external inquiries concerning account status, including communicating the resolution of discrepancies to appropriate persons.
10. Files, maintains, and distributes accounting documents, records and reports.
11. Assist in compiling information and preparing responses to auditors during the annual external audit.


12. Assists with monitoring and reporting for the Procurement Card program.
13. Able to effectively communicate with clients and work on tailoring events to suit their needs.
14. Ability to work on several events simultaneously.
15. Willingness to speak to organizations throughout the tri-state area to promote the resources of the center. 
16. Performs other duties as required by management.

POSITION REQUIREMENTS:

1. High School diploma or its equivalent.  Two (2) years in an event planning role a plus.  
2. Exceptional written and verbal communications skills, including effective interpersonal and collaboration skills.
3. Attention to detail and accuracy.
4. Ability to multi-task.
5. Open to change and willing to learn new skills.
6. Completing other duties as may be assigned or directed.

PHYSICAL/MENTAL REQUIREMENTS:

1. Uses a computer daily.
2. Performs with frequent interruptions.
3. Performs effectively under conditions of fluctuating workload.
4. Uses telephone and email to communicate with consultants, clients, and co-workers, approximately 2 hours per day.
5. Works at desk approximately 5 hours per day.
6. Bends and stoops approximately 1 hour per day.
7. Ability to lift 30 pounds.

OTHER:

The successful candidate must:
1. Consent to a pre-employment Criminal Background Check which shows no felony convictions nor moral turpitude.
2. Consent to a pre-employment Consumer Credit Report that shows financial stability and integrity.
3. Consent to a pre-employment drug screening showing no illegal drugs or legal drugs for which the candidate does not possess a prescription from candidate’s health care provider.

APPLICATION:

Interested applicants must submit their letter of introduction, resume, and three (3) personal references to HR@ohiocountywv.gov.

Equal Opportunity Employer

