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Our growing company is looking to fill the role of experience coordinator. To join
our growing team, please review the list of responsibilities and qualifications.

Responsibilities for experience coordinator

e Oversee office supply ordering

e Manage catering services for lunch & dinner, office snacks ordering

e Deliver incoming mail & packages to the team, and ensure all outgoing mail &
packages are shipped on time

e Assist office manager by helping execute on a wide range of special projects-
-from building out our new office to coordinating events and company
retreats

e Provide administrative support as needed, including scheduling and
coordinating meetings and events, helping with the new employee
onboarding process, maintaining phone lists and databases, and other
administrative support as requested

e Greet and assist guests to the Homeowner Experience Lounge

» Provide assistance and support to the Homeowners Experience team,
including phones, correspondence

e Receive and enter work orders as they pertain to owners units

e Find sources for replacement appliances, parts, glass, carpet and tile and any
other items necessary to keep the homeowners unit in compliance with our
IHKHM standards

e Be the key contact for maintenance, administration departments and owners
regarding timelines for replacement part orders and units out of order

Qualifications for experience coordinator

e Knowledge in the area of equipment rigging



You, as our ideal team member, are not afraid to roll up your sleeves and
jump in to get things done

Task oriented, you get things done, a self-starter

A quick thinker who can adapt and rapidly shift gears as needed
Creative, fun and approachable



