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Job Description: Event Coordinator (Part‑Time)

Position Title: Event Coordinator

Department: Administration / Community Services 
Reports To: Community Development Chair / Town Administrator 
Work Location: Reidville Multi‑Use Facility 
Employment Type: Part‑Time (25 hours/week)

Position Overview
The Town of Reidville is seeking a detail‑oriented, community‑focused Event Coordinator to support the planning, scheduling, and execution of Town events and activities at the Reidville Multi‑Use Facility. This role ensures smooth event operations, excellent customer service, and consistent communication with residents, renters, vendors, and Town staff. The ideal candidate is organized, personable, and able to manage multiple tasks in a fast‑growing community environment.

Essential Duties & Responsibilities
Event Coordination & Planning
· Coordinate, schedule, and oversee events at the Reidville Multi‑Use Facility, including rentals, community programs, Town‑sponsored events, and special activities.
· Work closely with the Community Development Chair and Town Administrator in developing, organizing, and coordinating Town events.
· Serve as the primary point of contact for event inquiries, reservations, and facility use requests.
· Assist renters and community groups with event planning and facility guidelines.
· Prepare event calendars, schedules, and communication materials.
· Provide on‑site support during events as needed to ensure smooth operations.

Facility Management
· Maintain accurate reservation records and usage logs.
· Conduct pre‑event and post‑event walkthroughs to ensure cleanliness, safety, and proper setup.
· Coordinate with Town Administrator and/or Public Works Chair for facility needs, repairs, or special setups.
· Monitor compliance with Town policies, facility rules, and safety standards.

Community Engagement & Outreach
· Assist with Town events such as festivals and holiday programs.
· Support marketing and communication efforts, including social media posts, flyers, and event announcements.
· Build positive relationships with residents, organizations, and community partners.
· Obtain sponsorships for Town events and programs by identifying potential partners, coordinating outreach, and maintaining sponsor relationships.

Administrative Support
· Maintain event files, permits, and documentation.
· Track event expenses, invoices, and budget information assigned.
· Provide general administrative support to the Town Administrator and staff.
· Assist with customer service at Town Hall when needed.

Minimum Qualifications
· High school diploma or equivalent; coursework in hospitality, event management, public administration, or communications preferred.
· Experience in event coordination, facility management, or community programming is strongly preferred.
· Strong organizational and time‑management skills.
· Excellent communication and customer service abilities.
· Proficiency with Microsoft Office; willingness to learn scheduling or facility management software.
· Ability to work independently and collaboratively.
· Ability to work occasional evenings or weekends for scheduled events.
· Ability to obtain any required certifications or complete training related to event management or facility operations.

Preferred Qualifications
· Experience coordinating community events or recreational programs.
· Familiarity with facility rental processes, contracts, and public‑use policies.
· Knowledge of South Carolina municipal operations and community engagement practices.

Work Schedule & Compensation
· Part‑time position: 25 hours per week.
· This role has the potential to become a full-time position based on Town needs, event growth, and performance.
· Schedule varies based on event needs; evenings and weekends may be required.
· Compensation based on experience and qualifications.
· Position does not include full‑time benefits.

How to Apply
Applicants should submit:
· A completed Town of Reidville employment application
· A resume highlighting relevant experience
· Optional: cover letter
Applications may be submitted in person at Town Hall or emailed to cmckaba@reidvillesc.gov. Position open until filled. The Town of Reidville is an equal opportunity employer.
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