Events Coordinator Position
The purpose: The events coordinator position was designed to aid the participants, families, staff, and events director.
Duties
The duties of the events coordinator are but not limited to:
Birthday Parties
· Ensuring event waivers have been filled out
· Ensure birthday gift is given at each party
· Decorating party rooms/setting up gym
· Fill out follow up forms/after action forms
· Ensure 10% off cards are handed out at each party
· Explain all rules to participates before allowing them to go play
· Ensure children are not getting bored
· Create games and activities to use if they are not occupied
· Complete cleaning checklist
PNO
· Ensuring event waivers have been filled out
· Take payments at entry
· Enter snack money into PNO snack bar excel sheet
· Monitor children & ensure they are following rules
· Run snack bar
· Complete cleaning checklist
Play & Learn
· Create fun activities for the children (games or crafts)
· Monitor and ensure children are following all rules
· Ensure homework is completed
· Ensure children are signed in & out
· Complete cleaning checklist 
Camps
· Follow camp schedule
· Ensure children are signed in & out
· Take payments
· Set up crafts for the day
· Create fun activities for the children (games or crafts)
· Complete closing cleaning
Other
· Keep party/camp supplies organized
· Any other tasks as needed by the Event Director

Expectations
The expectations of the events coordinator are but not limited to:
· Exhibits strong leadership skills
· Fun, outgoing personality
· Fills down time with cleaning or other necessary tasks
· Communicates issues to the Event Director
· Weekend availability
Pay
With the additional responsibility will come a raise! The initial wage amount for this staff member will be $14 per hour.
Conclusion
By signing this paper, you will agree to become an event coordinator. Any duties or expectations not being met may result in this role's termination.
Signature: _______________________________
Print Name: _________________________________
Date: _______________

