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Position Description

EVENTS STAFF
FLSA Non-Exempt, Seasonal
Last updated August 2016
Overview:
The Events Assistant position is responsible for assisting the Events Department in the setup, cleanup, teardown, and other items related to rentals and Reid Park Zoological Society (RPZS) events. Provides excellent guest service during events and rentals. This position is seasonal for events, primarily for after zoo hours, weekends and evenings. 
Reports To:
Events & Outreach Supervisor
Responsibilities: 
· Events setup/teardown

Assist as directed in set up and tear down of equipment including but not limited to tables, chairs, linens, decorations, lighting and basic audio/visual needs and sanitation as requested.


Provide security at gates, setup barricades. 


Assist and coordinate as directed in crowd control of large numbers of visitors during events. 

Assist with RPZS information, crafts, enrichment and merchandise tables.


Assist vendors and sponsors with set-up and tear-down when needed.

· Administrative Functions


Perform duties in accordance with RPZS policies such as cash handling procedures.

Provide excellent customer service as a component of all job duties.


Follows Zoo safety protocols and procedures

· Other Duties as Assigned
Preferred Qualifications, Skills and Abilities
· 1 year hospitality, restaurant server or event experience preferred. 

· Excellent interpersonal and communication skills, both written and oral.
· Employee should be able to keep cool under pressure and maintain a calm and friendly demeanor while directing large crowds of people.
· Employee should be assertive, energetic, and enjoy working in a fast-paced environment.

· Excellent judgment and organizational skills are necessary to ensure the enjoyment and safety of our guests
· Ability to take direction and be quick to act or change direction as needed.
· Employee is expected to work outside for a majority of events and must be comfortable working in either cold or hot weather conditions.

· Employee should be able to lift and carry heavy objects (up to 50+ lbs. on occasion), must be comfortable walking and standing for long periods of time. 

· Demonstrated ability to tactfully handle stressful situations, negotiate and resolve conflicts, maintain confidentiality and to respect and observe organizational protocol.
· Must be able to work flexible work schedule including nights and weekends.
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