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Reid Park Zoological Society
Position Description

EVENTS AND RENTALS SUPERVISOR
FLSA Exempt, Full Time

May 2020
Come join us at the Reid Park Zoological Society!  Encompassing 24 acres of lush naturalistic habitats and home to fascinating animal species from around the world, Reid Park Zoo provides a stunning backdrop for special gatherings of all types and annually presents some of Tucson’s most distinctive events such as ZOOcson, Boo at the Zoo and ZooLights: Holiday Magic. Reid Park Zoo is the largest attended attraction in Southern Arizona with over 500,000 visitors annually. As the Zoo implements an exciting 10-year master plan that will bring more than $60 million in new exhibits, including expanded space for facility rentals, now is a great time to be part of a growing and vibrant organization and its creative events team.

Overview:

The Zoo is seeking an experienced, energetic, “can-do” Events Supervisor who can help us take our take our events and rentals to the next level.  

Under guidance from the Director of Marketing and Events, this position will oversee the creation and execution of a variety of special events annually including major and minor fundraisers, seasonal and attendance-generating events, and Zoo facility rentals for corporate parties, weddings and other social functions. The Supervisor will collaborate with fellow event team members and with other departments to ensure the successful delivery of events and rentals amenities to provide a positive and memorable guest experience, while adhering to Zoo animal care and facility safety requirements. He or She will manage the events and rentals calendar, provide input into content and theming for events and rentals offerings; assist in developing sales and pricing strategies, and help manage contracted vendor relationships. He or she will assign and supervise daily activities of five events team members to meet annual goals and provide training for rentals coordinator and events coordinator positions.
Reports To:
Director of Marketing and Events
Responsibilities: 
· Events Management
Work with the Director in the development of the annual event plan to meet budget, visitor engagement, demographic and attendance-generation objectives. 

Oversee the set-up and delivery of signature Zoo events including Summer Safari Nights, Boo at the Zoo, ZooLights:  Holiday Magic and Wine Gone Wild, as well as topical exhibit openings and donor events. Create and administer timelines for events and rentals; oversee event coordinator in the preparation of BEOs, necessary paperwork and logistical event flows. 

Provide input on event content and design, incorporating mission-based education and conservation goals where possible. Monitor event procedures and processes, providing suggestions for continuous quality improvement of events and rental experiences.

Ensure superior customer service for facility rentals clients and event guests through timely communication and post-event follow-up.
Maintain a big picture overview while overseeing the myriad of event details to ensure that events and rentals details are carried out with perfection, including event layout, venue set up and installation by event team members, catering, audio/video/lighting, decorations and display, entertainment and vendor coordination, tear down and client follow-up. 
Oversee Event and Projects Lead in department inventory control. Monitor acquisition and efficient storage of event and rental supplies and materials.
Work with Director on the development of budgets and expense monitoring for events and rentals. 

Schedule and manage event support team, part-time, seasonal staff and volunteers for rentals and events set up and coordination, execution and tear-down.
Communicate and liaison with other departments and committees as needed including Education and Volunteer staff, Zoo Supervisors and Animal Care staff, Grounds and Maintenance staff in securing and coordinating activities and support for events and rentals.
· Zoo Rentals

Collaborate with supervisor and Rentals Coordinator on the development, sales and marketing of creative rentals packages, including holiday parties, weddings, corporate gatherings, and other social functions to support awareness of its mission while leveraging the Zoo’s branding as Tucson’s most unique party setting.   

Ensure that all client inquiries are responded to promptly for sales of zoo rentals and catering. 
Ensure paperwork, date reservations, calendars, meetings, and logistics are being handled. 
Ensure proper record keeping and files are maintained.
Working with catering vendor to develop creative and themed menu packages, ensure that the execution of zoo rentals meet or exceed client expectations.
Assist with developing pricing packages that are competitive and will enable the department to meet revenue goals; participate in the physical sales of zoo rentals and assist in representing the Zoo at community tabling experiences to promote rentals and event offerings.
Work with supervisor to prepare for expansion of sales and rental capacity with the addition of several large and new meeting spaces; develop plan for managing simultaneous events across multiple venues.
· Administrative Functions

Perform duties in accordance with RPZS policies such as completing expense reports and purchasing or cash handling procedures.
Review and approve weekly staff timesheets.


Ensure staff workplans are completed and contribute towards organizational goals. 
Work with Marketing and Events Director to counsel and assist staff in professional growth and development.  
Assist in hiring and recruitment of events and rental team member positions. 
Provide daily supervision of direct reports (currently five).

Conduct annual performance evaluations.


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

· Other Duties as Assigned

Preferred Qualifications, Skills and Abilities
· 3 years success in event, project and people management required. Hospitality, attractions or corporate event experience preferred.
· Excellent interpersonal and communication skills, both written and oral.
· College degree OR equivalent combination of education and related work experience. 

· Ability to lead meetings 

· Ability to tactfully handle stressful situations, negotiate and resolve conflicts, maintain confidentiality and to respect and observe organizational protocol.
· Ability to establish and maintain effective working relationships with all levels of Reid Park Zoo staff as well as diverse volunteers, donors, community partners, vendors and others.

· Able to lift up to 35 pounds, able to work outside with exposure to all types of weather conditions.

· Ability to work nights and weekends as needed. 

· Strong computer skills with proficiency in MS Word, Excel and Outlook. 

· Excellent time management, organization and independent judgment skills. Ability to take responsibility and problem solve in a proactive manner.

· Able to work flexible work schedule including nights and weekends.
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