
Our company is hiring for an events associate. We appreciate you taking the time
to review the list of qualifications and to apply for the position. If you don’t fill all
of the qualifications, you may still be considered depending on your level of
experience.

Responsibilities for events associate

Evaluates all aspects of events with the goal of improving quality cost and
time efficiencies
Track and prepare reports on event metrics such as attendance, consumption
patterns
Organize, manage and lead weekly and monthly updates including status
updates and monthly partnership newsletters to regions and key
stakeholders key partners
Support Fanfest/Regional Event Lead Global Portfolio Lead on event-specific
special projects that could include promotional item ordering/distribution,
special event communications and on-site support
Contribute to vendor selection, arrangements, and scheduling
Provide basic administrative support to the Executive Director regarding
phone calls, meetings and document preparation
Manage and maintain complex database for department
Coordinate the maintenance and ordering of the department’s office
equipment
Develop, execute, oversee and monitor communications of moderate
complexity, including presentations, speeches, reports, grant proposals, news
stories (on and off campus), web content, video, blogs, talking points, and
correspondence and social media posts (including twitter and pinterest)
Collaborate with DREME leadership and the Graduate School of Education
Communications Director to develop strategies and tactics for facilitating
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Qualifications for events associate

Proven ability to build trusted relationships with key internal audiences, given
close working relationships necessary across all products and channels
Understanding of marketing research techniques and ability to apply findings
in a promotional context
A minimum of 5 years’ experience in event planning and production
A minimum of 5 years’ of event management, and / or retail experience
Able to effectively manage third party vendors and promotional partners
Experience with a variety of point of sales systems


