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Facility 
Name: 

UNITED WIRELESS ARENA/BHCR CONFERENCE CENTER 

 
 
JOB INFORMATION 

Job 

Title: 
Administrative & Event Services Coord.  Department: Administration 

Reports 
To: 

Director of Finance 
FLSA 
Status: 

Exempt     Non-Exempt   

Prepared 

By: 
Amanda Nufer 

Date 

Prepared: 
11/08/2021 

Approved 
By: 

Angela Bohlen 
Approved 
Date: 

12/01/2021 

 
SUMMARY  
The Administrative & Event Services Coordinator is responsible for administrative and event related 
support consisting of event contract preparation, departmental correspondence, file maintenance, 
finance/bookkeeping, and various other tasks as needed. Daily task assignment and direction may vary 
upon departmental event related needs. This position regularly reports to the Director of Finance and will 

receive directives from other departmental managers where applicable.   
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties and responsibilities 
may be assigned. 

 
Administrative Services 
 

1. Retrieves messages from voice mail and site email and forwards to appropriate personnel. 
2. Answers incoming telephone calls, determines purpose of callers, and forwards calls to 

appropriate personnel or department.   
3. Takes and delivers messages or transfers calls to voice mail when appropriate personnel are 

unavailable.   
4. Provides callers with address, directions, and other information.  
5. Under the direction of the Director of Finance, prepares memorandums outlining and explaining 

administrative procedures and policies to supervisory workers, and monitors compliance.   
6. Prepares and communicates records such as agendas, notices, minutes and resolutions for 

corporate meetings and event center commissions.   

7. Creates and prints fax cover sheets, memos, correspondence, reports, and other documents as 
assigned.  Create and maintain databases and spreadsheets. 

8. Completes accounting tasks as assigned.  Performs other clerical duties as needed, such as filing, 

photocopying, and collating.  Maintains conference room/kitchen and stocks with supplies.   
 
Event Services 
 

1. Assist in gathering event information, preparing contracts for Arena and Conference Center 
events, and ensuring all event setups are accurate.   

2. May be assigned as the lead event manager. 

3. Assist the Event Manager with monitoring on-going event services expenses to insure the 
expenses stay within the budget.  

4. Maintain on-going relationships and communication with tenants, user groups and volunteers 

5. Coordinate scheduling of event ushers and volunteer groups for Event Manager’s approval.   

6. Assist Event Managers and other staff during events as needed. 
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Other Responsibilities  
 

1. Dedicated to meeting and/or exceeding the expectations and requirements of internal and 
external customers 

2. Consistently exhibits courteous, respectful, non-defensive and appropriate communications and 
presents information in a concise and understandable format 

3. Works cooperatively with others in the accomplishment of joint tasks and common objectives.  
Contributes to a positive work environment, fosters collaboration and provides a tangible 
contribution 

4. Attendance during regularly scheduled hours and weekend or holidays as event schedule 

demands. 

5. Assist in minor marketing tasks and learn the marketing process under supervision of the 
Marketing Director, such as social media posts, updating the website, following up with marketing 
channels, and collecting invoices. 

 
 
SUPERVISORY RESPONSIBILITIES  
This position will have event related supervisory responsibilities that will be assigned by the Event 

Manager and are subject to change based on event needs.    

QUALIFICATIONS   
To perform this job successfully, an individual must be able to perform each essential duty and 
responsibility satisfactorily. The requirements listed below are representative of the knowledge, skill, 

and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities 
to perform the essential functions. 
 

1. A basic knowledge of business management practices and procedures. 
2. Ability to compile and maintain records for payroll, personnel scheduling, and event scheduling. 
3. Ability to exercise sound judgment and make proper decisions in handling incidents at all types of 

events. 
4. Ability to communicate in a clear and concise manner, both orally and in writing. 
5. Ability to maintain a calm, composed presence in an often fast-paced environment where multiple 

tasks, events and stimulus may occur simultaneously 
6. Must possess current, valid driver’s license, and be able to be reached via telephone by 

management for business related purposes. 
 

 
EDUCATION and/or EXPERIENCE  
 

1. High School Diploma or General Education Degree (GED).  
2. Three years related administrative experience; or equivalent combination of education and 

experience.  
3. Experience working in a computer network environment utilizing Microsoft Word and Excel 

programs.  
4. Demonstrated knowledge of standard office practices and procedures, including 

receptionist/clerical duties, filing systems, telephone systems; knowledge of common office 

machines, including computer hardware and software, copy machines, printers, and fax 
machines.   

5. Must demonstrate organizational skills.  Be able to manage time and duties effectively to 

maintain production at the highest level possible. 
6. Knowledge of industry principles and practices. 

 

LANGUAGE SKILLS  
 

1. Ability to read and interpret documents such as safety rules, operating and maintenance 
instructions, and procedure manuals. 
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2. Ability to write routine reports and correspondence. 
3. Ability to deal effectively and courteously with lessees, user groups, their representatives and the 

general public. 
4. Ability to speak and understand English. Bilingual (English & Spanish) preferred.  English 

required.  
 
MATHEMATICAL SKILLS  
 

1. Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, 
common fractions, and decimals. 

2. Ability to compute rates and calculate figures such as proportions and percentages. 

3. Ability to apply concepts of math on an Excel spreadsheet, calculator, ten-key, or adding 
machine. 

 
REASONING ABILITY  
Ability to apply common sense understanding to carry out a variety of instructions furnished in written, 
oral, or diagram form;  ability to remember previously learned material such as specifics, criteria, 

techniques, principles, and procedures ;  ability to grasp and interpret the meaning of material;  ability to 
use learned material in new and concrete situations;  ability to break down material into its component 
parts so that its organizational structure can be understood; ability to recognize casual relationships, 
disseminate between behavior mechanisms, and identify elements that are relevant to the validation of a 
judgment;  ability to put parts together to form a new whole or proposed set of operations; ability to 
relate ideas and formulate hypotheses;  ability to judge the value of material for a given purpose on the 
basis of consistency, logical accuracy, and comparison to standards; ability to appraise judgments 

involved in the selection of a course of action; ability to identify choices and potential outcomes, 
determine importance of outcomes, combine information to prioritize options and make decision based on 
best and most important choice.   
 
PHYSICAL DEMANDS 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job.  Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions. 
1. While performing the duties of this job, the employee is regularly required to sit; use hands to 

finger, handle, or feel; reach with hands and arms; and talk or hear. 
2. The employee is occasionally required to stand and walk. 
3. The employee must regularly lift and/or move up to 10 pounds. 
4. Specific vision abilities required by this job include close vision, color vision, and ability to adjust 

focus. 
 
 
WORK ENVIRONMENT   
The work environment characteristics described here are representative of those an employee encounters 
while performing the essential functions of this job.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 

1. While performing the duties of this job, the employee is occasionally exposed to moving 
mechanical parts and risk of electrical shock; wet and/or humid conditions and extreme heat and 
cold. 

2. The noise level in the work environment is usually moderate but is occasionally loud. 
 
 

CONCLUSION 

The above statements are intended to describe the general nature and level of work being performed by 
the person assigned to this position.  This is not an all-inclusive list of responsibilities, duties, and skills 
required of personnel so classified.  Further, this job description is not intended to limit or in any way 
modify the right of any supervisor to assign, direct, and control the work of any employee under his/her 
supervision.  I understand that employment is at the will of the employer and either the employer or the 
employee may terminate the employment with or without cause at any time. 
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I have read and understand this Job Description and confirm that I meet the minimum requirements and 
can perform the essential duties and responsibilities as listed herein. 
 

Employee 
Signature: 

       Date:       

 


