
Job Vacancy Notice

Job Title: Admin Events Manager - Conference Center

Job ID: 23192

Location: Hostos Community College

Full/Part Time: Full-Time

Regular/Temporary: Regular

POSITION DETAILS

The Conference Center of Eugenio Maria de Hostos Community College hosts conferences and
seminars. The Conference Center's goal is to ease the process of event planning for the college and
external community. By providing excellent customer service, professionalism, and optimal experience,
we encompass an environment that builds lasting memories.

Under the supervision of the Executive Chief of Staff, the Events Manager will be responsible for the
following:
- Manages the Conference Center staff and its daily operations
- Manages the planning and scheduling of college events through Coursedog and Master Calendar
- Collaborates with the IT Department and University Registrar to customize events software in
accordance with the college’s needs
- Plans and coordinates Office of the President events to meet Campus or University goals including
Commencement, the President’s retreats, and college receptions
- Develops expertise in state-of-the-art technology, Zoom, MS Teams, and media support; arranges for
the most appropriate equipment, and assures staff receive appropriate training
- Assists the Chief of Staff with special projects
- Essential duties require on campus presence

QUALIFICATIONS

Bachelor's Degree and six years' relevant experience required.

The following qualifications are preferred:
- Excellent communication and computer skills
- Ability to work in a continuously fast paced environment
- Experience in commencement planning
- Availability to work weening and weekend hours

CUNY TITLE OVERVIEW

Oversees planning and coordination of a variety of events to meet Campus or University goals.

- Manages an ongoing calendar of events and creates overall scheduling plans for Campus facilities.

- Works with Campus units or executives, student groups, and outside organizations to develop event
concepts, plan detailed programs, and orchestrate successful logistical arrangements to enhance
program success.

- Prepares and manages budgets; manages contracts and ongoing vendor arrangements.

- Prepares and manages guest lists, invitations, and arrangements for featured guests and speakers.

- Coordinates with marketing, communications, development, and public relations staffs to develop and
execute effective event marketing plans.

- Develops expertise in state-of-the-art technology and media support; arranges for the most appropriate
equipment, and assures staff receive appropriate training.



- Prepares event briefing documents for key executives and media relations personnel.

- May supervise a permanent staff, as well as staff hired to operate large events.

- Reports to senior management on the success of events, including financial outcomes.

- Performs related duties as assigned.

Job Title Name:  Administrative Events Manager

CUNY TITLE

Higher Education Associate

FLSA

Exempt

COMPENSATION AND BENEFITS

Salary commensurate with education and experience.

CUNY's benefits contribute significantly to total compensation, supporting health and wellness, financial
well-being, and professional development.  We offer a range of health plans, competitive
retirement/pension benefits and savings plans, tuition waivers for CUNY graduate study and generous
paid time off.  Our staff also benefits from the extensive academic, arts, and athletic programs on our
campuses and the opportunity to participate in a lively, diverse academic community in one of the
greatest cities in the world.

HOW TO APPLY

Applicants must apply online by accessing the CUNY website at www.cuny.edu and navigate to the
following links: "Employment" and "Search Job Postings"

Please attach resume, cover letter, and three professional references.

CLOSING DATE

Open until filled with review of applications to begin November 30, 2021

JOB SEARCH CATEGORY

CUNY Job Posting: Managerial/Professional

EQUAL EMPLOYMENT OPPORTUNITY

CUNY encourages people with disabilities, minorities, veterans and women to apply.  At CUNY, Italian
Americans are also included among our protected groups.  Applicants and employees will not be
discriminated against on the basis of any legally protected category, including sexual orientation or
gender identity. EEO/AA/Vet/Disability Employer.


