
Our company is growing rapidly and is searching for experienced candidates for
the position of temporary coordinator. To join our growing team, please review the
list of responsibilities and qualifications.

Responsibilities for temporary coordinator

Update status sheet on reprints, orders, shipments of marketing materials on
a daily basis
Handle deliveries of marketing materials in our office and checking accuracy
(all incoming packages) shipments of materials to countries
Prepare literature packs as required for new employees, meetings and
distribution at events and ensure that there are always some on stock ready
to be used
Collect monthly reports of material orders, customize per country and send
to countries at the end of each month
Code invoices and send summaries on cost spent to each of the countries at
the end of each month
Support marketing materials approval process
Provides administrative support of HR related employee programs
Responsible for the coordination and effective execution of a variety of HR
Greets all visitors providing information, directions or assistance as needed
Acts as backup on switchboard

Qualifications for temporary coordinator

Lead the Gross Box Office upload process from Excel and Rentrak into SAP
Review results and perform variance analyses to ensure the accuracy of data
Lead the process of migrating the International GBO upload into SAP from
Rentrak
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Love of music and live events
Successful completion of a full 4-year course of study in an accredited college
or university leading to a bachelor's or higher degree in a major such as
accounting, business administration, finance, or related


