
                       
BENNETT COLLEGE 

 
Job Posting 

 
Title:  Event Scheduling Coordinator  
Date of Posting:  05/09/18    

Closing Date:  Until Filled 
Job Code:  18-0509BLF           
Department:  Office of the Controller 
Reports To:  AVP, Business and Finance/Controller  
 
GENERAL SUMMARY: 
 
This position reports directly to the Associate Vice President for Business and 
Finance/Controller.  The Event Scheduling Coordinator manages a portfolio of 
annual events including professional conferences, camps, weddings, 
receptions, etc.  Determines logistical needs for events and provides on-site 
support.  Works directly with campus departments including, but limited to, 
facilities and food management, information technology, public safety and 
other campus departments involved directly or indirectly with the prospective 
event planned. Manage the College’s LED Messaging Sign in conjunction with 
the Office of Communication and Marketing. 
 
ESSENTIAL JOB FUNCTIONS: 
 
 Manage a portfolio of annual events including professional conferences, 

camps, weddings, receptions, etc. 

 Manage the College’s LED Messaging Sign in conjunction with the Office 

of Communication and Marketing 

 Plan and implement special events  

 Oversee and direct logistics of event planning, implementation and 

follow-up 

 Represent the College with outside constituents 

 Operate as rental property liaison 



 Maintain College’s Master Calendar 

 Serve as backup for the Mailroom/Central Receiving and Campus Store 

when needed 

 
KNOWLEDGE, SKILLS, AND ABILITIES: 
 
 Ability to maintain confidentiality in all communications, including 

sensitive information related to event guest, sponsors/donors, and 

students/faculty/staff 

 Must possess administrative skills, preferably event planning 

 Must possess a high level of professionalism and organizational 

 Ability to maintain positive and professional customer service 

 Ability to analyze situations thoroughly and develop solutions 

 Ability to foster positive internal and external public relations  

 Excellent oral and written communication skills 

 Must be well organized 

 Ability to multitask 

 Ability to work effectively and diplomatically with a variety of on and off-

campus constituencies 

 Maintain strong organizational, interpersonal and management skills 

 Experience with Microsoft Office 

 Ability to work evenings or weekends that coincide with events 

 Ability to handle multiple events and priorities in a calm and professional 

manner 

 Ability to ensure a high degree of accuracy and flexibility 

 Ability to exercise sound judgment and discretion 

 
EDUCATION AND EXPERIENCE: 
 
Required 
 Bachelor’s degree 
 2+ years of experience in administrative work 

 
Preferred 
 2+ years of work experience within a college community  
 2+ years of direct special event experience or event planning  



HOW TO APPLY: 
 
Interested candidates should submit a complete applicant packet, which 
includes the following documents: 

 cover letter 
 resume 
 application for employment (found at www.bennett.edu) 

o reference Job Code 18-0509BLF 

 list of three to five work references including name, address, telephone 
number and email address 

 unofficial transcripts from every college and university attended 
o official transcripts are required if an offer of employment is 

accepted 
 

ONLY COMPLETE APPLICANT PACKETS WILL BE ACCEPTED 
 
Applicant packets must be received ONLY by email at: 
hr@bennett.edu 
 
NO PHONE CALLS PLEASE! 
 
We are an Equal Opportunity Employer   
 
E-Verify, an online program which is administered through the Department of 
Homeland Security and the Social Security Administration, are used to verify 
employment eligibility.  
 


