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Event Coordinator
{Company Name} is looking for an experienced events coordinator to join our team in {City, State.} This role will be responsible for managing every aspect of events from choosing the venues to evaluating the success of each event. This successful candidate will also be in charge of discovering new opportunities within the {city} community to establish a stronger bond with our target audience and advance the recognition of the company and the brand. 

Responsibilities:
· Coordinating all events and workshops for {Insert Company Name} including logistics, timelines, and schedules.
· Manage budget allocated and ensure all payments are facilitated to vendors.
· Acts as point of contact for vendors and to negotiate with vendors to achieve the most favorable terms.
· Confirming attendance of all event registrants 
· Managing and overseeing events on the day of, including problem-solving, welcoming guests, directing event set-up, communicating with venue staff.
· Research market and identify opportunities to generate interest
· Propose ideas to improve event efficiency
· Creating sales opportunities for future events during client liaisons and during events, including possessing a strong working knowledge of the company to further these sales opportunities
· Communicating and working with vendors (mail houses and digital companies) to create effective advertisements such as print and internet advertisements for each event.
· Provide administrative support, maintaining calendars of advisors and scheduling appointments. 

Qualifications:
· A minimum of 3 years’ experience as an event coordinator
· Bachelor’s degree in hospitality management or marketing or relevant field is preferred.
· A proven track record of organizing successful events
· Willing to work flexible hours including evenings
· Proficient in MS Office
· Should be a proactive self-starter with the ability to work independently. Need strong ability to set priorities, solve problems and be resourceful under pressure.
· Strong attention to detail, well-organized and the ability to multitask
· Outstanding communication and negotiation skills
· Strong interpersonal skills including experience building and maintaining relationships with a diverse network of individuals and vendors.

What we offer:
· Base salary with bonus potential
· Full benefits
· Paid time off
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