
 
 

Job Description 

 

Position Title:    Seasonal Associate – Community Events 

Position Classification:   Seasonal, non-exempt 

Department:    Facilities & Security 

Reports to:    Director of Facilities & Security 

Wages:    $9.00-$12.00 per hour 

 

Position Summary: 

The Community Events Coordinator provides high-quality planning and implementation of community 

events and exceptional customer service in the sales and facilitation of the museum’s facility rental 

program. Responsibilities include: 

1. Development and execution of annual and long-term plans for Community Events. 

2. Creation of annual revenue and expense budget for review/approval of the Facilities Director and 

the President; management of expense budget and revenue goals. 

3. Coordination and execution of all logistics associated with the implementation of the museum’s 

Community Events. 

4. Enforcing all facility rules and regulations and adhering to contract terms. 

 

Specific Duties: 

Planning  

• Drafts both annual and long-term Community Event rental plans for review/approval by the Director 

of Facilities & Security and the President. 

• Evaluates and analyzes Community Events trends; makes recommendations based on trends and 

alignment with the museum’s mission. 

• Collaborates with cross-functional teams and departments to ensure that visitor and member 

experiences are positive and that inquiries/comments are appropriately addressed.  

• Oversees, develops, organizes, executes, and evaluates all museum Community Events offerings; 

generates ideas for events, packages, and amenities that respond to what the community wants and 

generate additional earned revenue for the museum. 



• Conducts interdepartmental briefing and debriefing meetings for community events; coordinates 

with colleagues across all departments regarding relevant event elements; utilizes feedback to 

improve community events. 

• Works with Director to schedule outsourced facility cleaning and setup services for events. 

• Develops and maintains written policies and procedures manuals for Community Events. 

• Organizes audio visual needs of events clients. 

• Secures all facility rental buildings at the conclusion of event(s). 

 

Budget/Finance  

• Creates and proposes draft annual revenue and expense budgets for Community Events to Director. 

• Monitors cash-flow projections and progress toward revenue goals for Community Events. 

• Monitors Community Events expense budgets. 

 

Implementation 

• Purchases supplies, tracks and manages expenses for all community events to keep them cost-

effective and aligned with organization budget goals. 

• Effective develops and manages the promotions, client relationships, and execution of Community 

Events. 

• Performs required setup labor. 

• Supervises event from set up to tear down. 

• Staffs rental events and professionally interacts with internal and external clients, caterers, wedding 

planners, and vendors to ensure excellent customer service and a high-quality rental experience.  

• Coordinates event, rental, and group sales assistance, including event setup and tear down of tents, 

tables, chairs, decorations, signage, etc. 

• Responds to emails, requests for proposals, phone calls, and walk-in inquiries from the public about 

LHF’s rental facilities and group sales offerings.  

• Schedules and shows facilities available for rent. 

• Prepares contracts for the Director’s review and President’s approval. 

• Enforces LHF policies and procedures with rentals and event guests. 

• Develops and implements evaluation tools to identify opportunities for improvement and measure 

customer satisfaction related to Rentals/Community Events.  

• Other duties as assigned. 

 

Supervisory Duties 

Recruits, trains, schedules, motivates, and evaluates part-time on call  community events rental 

associates as needed. 

 
Qualifications: 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  
Consistent attendance is an essential function of the position. The requirements listed below are 
representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 

 



Conditions: 

The seasonal associate for community events primarily works LHF rental facilities (both climate 

controlled and with no HVAC)  and outdoors in all weather conditions.   

Education and Skills: 

• Bachelor’s degree in Event Management, Hospitality, or related field preferred 

• Hospitality and/or sales experience required; event planning experience preferred 

• Supervisory experience preferred 

• Non-profit/museum experience preferred 

• Excellent communication (verbal and written) and relationship-building skills 

• Exceptional customer service and problem solving skills 

• Strong organizational skills and attention to detail 

• Must enjoy working in a dynamic, fast-paced, team-oriented environment 

• Able to perform work indoors and outdoors, sometimes in adverse conditions (heat, rain) 

• Able to perform the physical tasks required to setup and tear down events (lift 50 lbs., stand for 

extended periods of time, etc.) 

 

Position Hours:  This seasonal part-time position works a regular Thursday-Saturday schedule from 

2:00pm-10:00pm, May 1st-November 1st (24 hours per week) with additional hours as needed to staff 

community events on the property during the general touring season outside of those hours during the 

height of the wedding season (no more than 4 hours per week) based upon event bookings. 

 

To Apply: 

Please submit a cover letter, resume and application to Sandy Stundins. Email submissions may be made 

to SStundins@lhf.org.  The position will remain open until filled.  

About Living History Farms 

Living History Farms is an interactive outdoor history museum which educates, entertains and connects 

people of all ages to Midwestern rural life experiences. It is a privately run, not-for-profit organization 

on 500 acres in Urbandale, Iowa. Historical interpreters recreate daily routines of early Iowans on three 

farm sites spanning the years 1700 to 1900, and an 1876 town. For more information, 

visit www.LivingHistoryFarms.org.   Living History Farms is among the elite three percent of national 

museums accredited by the American Alliance of Museums (AAM), the only organization representing 

the entire scope of the museum community. 
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