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STUDENT UNION JOB ANNOUNCEMENT

Job Title: Event Operations Assistant # 9040
Status: Intermittent
Department: Operations
Location: Event Center
Deadline: Until Filled
WORK SCHEDULE            On Call 
JOB SUMMARY

Under supervision, the Event Operations Assistant will assist in the coordination and monitoring of event operations within designated facilities including, but not limited to, operations, security, crowd management, personnel and customer service activities, and minor maintenance of the arena during events.

DUTIES AND RESPONSIBILITIES

1. Responsible for learning and following all Event Center policies, procedures, and safety instructions. 

2. Prepares emergency procedures, operational reports, and maintain daily operational procedures.

3. Manage inventory of events equipment such as tables, chairs and portable stages; conduct periodic and annual inventory of equipment; recommend replacement of equipment as required. 

4. Set the Event Center for concerts, games, tournaments, and other special event operations. 

5. Assists in the coordination of maintenance and safety reports for events at the Event Center. 

6. Prepares and maintains administrative documentation with respect to events in the Event Center, to include preparation of post-event reports.  

7. Assists with game operations for specified intercollegiate sports events, as directed. 

8. Provides general assistance to the Event Director, Event Manager, Recreation Facilities Manager with respect to day-to-day operations, as requested. 

9. Performs miscellaneous job-related duties as assigned. 

JOB REQUIREMENTS
1. Knowledge of festival events, concerts, and various special sporting events.

2. Ability to follow instructions and to work with a diverse clientele.

3. Communicate effectively, both orally and in writing.

4. Skill in the use of personal computers and related software applications.

5. Good analytical skills.

QUALIFICATIONS AND SPECIFICATIONS

1. Ability to use hands and fingers to manipulate objects, tools, and controls.

2. Ability to walk, stand, kneel, climb, balance, and crawl for extended periods of time.

3. Ability to work long and irregular hours (up to 15 hours straight).

4. Extensive physical activity. Requires strenuous physical work; heavy lifting, pushing, or pulling required of objects over 50 pounds. Employee frequently works in loud and noisy environments, up to 120dB.
Wages: $9.00-11.75 (Level II)
Certifications Required: No
References Required: Yes
Current Date: 2-8-08
