Epic Building Coordinator &

Job Description and Competencies arts council

of greater kalamazoo

Position Overview:

The Building Coordinator's primary duties include coordinating the use of spaces throughout
the Epic Center, including classrooms, common areas, and the Board Room; supporting building
events and rentals; maintaining daily schedules and building communications; and performing
light maintenance and cleaning duties. The Building Coordinator serves as house manager for
rentals and as the first point of contact while on duty. Under the Epic Center Director's
direction, the Building Coordinator completes assigned work orders, cleaning, event setup and
breakdown, and other building-support tasks. This is a part-time, hourly position with a pay
range of $20-525 per hour. The position requires excellent customer service, proactive
communication, and the ability to work independently.

Major Tasks Performed (Essential Job Functions)

e Assists in supporting events within the Epic Center, as scheduled and as needed.

e On-site support of events and event set up/break down

e Responsible for hourly building sweeps, approaching loiterers, requesting those without
business in the Epic Center to vacate, and notifying public safety if issues arise.

e Performs routine cleaning duties as required, including but not limited to changing
trash, cleaning of surfaces, and maintaining cleanliness of restrooms.

e Responsible for updating the room schedule for the next day, setting up for rentals and
Building Partners’ activities within venue spaces. Including maintaining Limble and
Finnly as necessary.

e Work effectively under pressure to meet business deadlines. Adaptable to change.
Maintain a productive sense of urgency

e Ability to work independently and under minimal supervision as well as in a team

e Maintain a professional appearance, including mandatory uniform during events

e Other duties as assigned

e Full understanding of each event individually as laid out on production sheets and able
to meet promoters’ needs

¢ Become familiar with and see events from beginning to end; coordinate arrangements
with event manager and event promoter

e Establish and maintain effective working relationships with Building Partner staffs,
contractors, and facility users/clients

https://artscouncilazo.sharepoint.com/sites/ArtsCouncil2/Shared Documents/ACGK-HR/Job Descriptions/Working
documents/Epic Building Coordinator.docx
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Customer Service Skills:

e Excellent customer service skills with an acceptance of human diversity
o Effective communicator, both written and verbal. Excellent interpersonal skills
e Ability to work effectively with a diverse team or individually

Safety and Security:

e Performs all work in accordance with established safety practices and with
instructions/training received from supervisory personnel. Complies with all
OSHA/MIQOSHA rules and regulations governing job duties and the use of supplies and
equipment.

e Monitor the grounds and facility and be able to ensure the facility is secure

e Monitor the security system as needed

Education / Experience / Skills:

Education Required: High School Diploma
Desired: Technical, Trade School, or equivalent for Maintenance work

Experience Required: 1-3 years of proven event management and direct support.
Desired: 3-5 years of proven event management and direct support.

Skills Required:
e Full understanding of standard event processes
e On-time, ready, and reliable
e Must be able to lift up to 80 pounds
e Willing and able to work events, nights, and holidays as needed
e Occasional exposure to high noise levels and flashing lights.
e Able to stand for long periods of time and able to stoop and bend
e Able to safely work with potentially dangerous chemicals and equipment
e Able to comply with safety and health code standards
e Able to handle responsibilities that require repetitive motion tasks
e Basic Computer skills for Microsoft Office Suite and scheduling software

Desired:
e Experience in Theatre and event management

This job description in no way states or implies that these are the only duties to be performed by the employee in this position. The employee will
be required to follow any other instructions and to perform any other duties as requested by their supervisor at any time, with or without notice.
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