
JOB DESCRIPTION
E V E N T  C O O R D I N A T O R  &

A D M I N I S T R A T I V E  A S S I S T A N T

 

T h e  E v e n t  C o o r d i n a t o r  &  A d m i n i s t r a t i v e
A s s i s t a n t  w i l l  b e  r e s p o n s i b l e  f o r
o r g a n i z i n g  a n d  m a n a g i n g  e v e n t s ,
p r o v i d i n g  a d m i n i s t r a t i v e  s u p p o r t ,  a n d
a s s i s t i n g  w i t h  p r o g r a m  d e v e l o p m e n t . T h i s
r o l e  r e q u i r e s  s t r o n g  o r g a n i z a t i o n a l  s k i l l s ,
a t t e n t i o n  t o  d e t a i l ,  a n d  t h e  a b i l i t y  t o
w o r k  c o l l a b o r a t i v e l y  w i t h  v a r i o u s
s t a k e h o l d e r s .  

DURATION: JUNE 22 - AUGUST 28

WORK SCHEDULE:
MONDAY - FRIDAY

9AM-3PM

WAGE: $21/HR

P R I M A R Y  R E S P O N S I B I L I T I E S

E v e n t  C o o r d i n a t i o n  &  S u p p o r t
S e r v e  a s  t h e  h e a d  e v e n t  c o o r d i n a t o r  a n d  p r i m a r y  c o n t a c t  f o r  t h e  F i r s t  T e e
G o l f  C a m p
A s s i s t  a s  a n  e v e n t  c o o r d i n a t o r  f o r  t h e  C l u b  2 4  C h a r i t y  G o l f  T o u r n a m e n t ,
s u p p o r t i n g  t h e  h e a d  o r g a n i z e r
H o s t ,  p a r t i c i p a t e  i n ,  a n d  t a k e  m i n u t e s  f o r  e v e n t - r e l a t e d  m e e t i n g s  a s  n e e d e d
A s s i s t  w i t h  a n y  a d d i t i o n a l  e v e n t s  o r  p r o j e c t s  t h r o u g h o u t  t h e  s u m m e r  ( p o p - u p
s a l e s ,  t o u r n a m e n t s ,  c a m p s ,  e t c . )

A d m i n i s t r a t i v e  S u p p o r t
P l a n  a n d  c r e a t e  t h e  w e e k l y  C l u b  2 4  m e e t i n g  a g e n d a
T a k e  m i n u t e s  a t  C l u b  2 4  m e e t i n g s
S c a n  a n d  e m a i l  c h e c k s  a n d  r e c e i p t s  t o  b o o k k e e p e r
M a i n t a i n  a n d  u p d a t e  t h e  L i s t  o f  B e n e f i c i a r i e s
S u p p o r t  t h e  m a n a g e r  i n  f u n d i n g  t r a c k i n g  a n d  d o c u m e n t a t i o n
T r a c k  a n d  p r e p a r e  S p o n s o r s h i p  R e q u e s t s  f o r  m e e t i n g s

P r o g r a m  &  C o m m u n i t y / C u l t u r a l  S u p p o r t
P l a n  a n d  i m p l e m e n t  t h e  M e n t o r s h i p  S e r i e s  f o r  n e x t  y e a r
A s s i s t  i n  i n t e g r a t i n g  K a n i e n ’ k é h a  i n t o  C l u b  2 4  p r o g r a m m i n g

K a n i e n ’ k é h a  p h r a s e / w o r d  o f  t h e  w e e k
C l u b  2 4  A t h l e t e  b i o  v i d e o s  i n  K a n i e n ’ k é h a
T h e  i n c o r p o r a t i o n  o f  K a n i e n ’ k é h a  v o c a b u l a r y  a n d  n a m e s  i n  p r o g r a m m i n g
R e - c r e a t i n g  a l l  C l u b  2 4  s i g n a g e  a n d  m a t e r i a l s  a n d  o f f e r i n g  i n  K a n i e n ’ k é h a

DEADLINE TO APPLY: MAY 22, 2026
INFO@CLUB24SPORTS.COM


	JOB DESCRIPTION
	EVENT COORDINATOR & ADMINISTRATIVE ASSISTANT
	The Event Coordinator & Administrative Assistant will be responsible for organizing and managing events, providing administrative support, and assisting with program development.This role requires strong organizational skills, attention to detail, and the ability to work collaboratively with various stakeholders.
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	PRIMARY RESPONSIBILITIES
	Event Coordination & Support
	Administrative Support
	Program & Community/Cultural Support
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