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Salary Range: C ($2,654.03 - $3,225.99)
Position
This full-time position will be in coordination with the Community Activities Supervisor and will be responsible for all aspects of the ordering, planning, implementation and evaluation of programs, events and activities as well as the related paperwork for the Avenal Theater. 
The employee in this position is responsible for assuring that the building is properly equipped, and prepared for all events as well as ensuring it is cleaned, stocked, properly maintained and safe.  This position must be able to interact with the public in a professional, courteous, and helpful manner.
Duties & Responsibilities
The following tasks are typical for positions in this classification. Anyone in this position may not perform all of these tasks and/or may perform similar related tasks not listed here:
1. Oversee patron’s use of facility.  Monitor and enforce facility rules and standards.
2. Set up and tear down tables, chairs and equipment for Recreation Sponsored events.  Assist and/or supervise events, programs or activities.
3. Maintain cleanliness of facility including emptying trash, vacuuming, sweep/mop floors/sidewalk, wipe down equipment, clean restrooms, clean all glass, pressure wash as needed, upkeep of brass and chrome trims.
4. Assists customers with event planning such as checking dates, booking events, preparing paperwork, addressing event details, implementing event, and invoicing by communicating with customers via phone, e-mail and in person, working with related vendors and handling all related paperwork.
5. Performs administrative duties which includes the use of computer programs to prepare signage and rental reports.
6. Assists in facility inspections for needed repairs, improvements, and safety concerns by periodically touring the building with the custodian, identifying what can be done in-house and what needs to be reported to the Community Activities Supervisor and/or Public Works Supervisor.
7. Handles money transactions and verifies all deposits.
8. Assures materials and supplies are available for upcoming events by doing inventories, ordering, purchasing and tracking inventory.
9. Greet and assist the general public; provide information; respond to, resolve or direct inquiries and complaints to appropriate staff.
10. Operate sound equipment, projectors, DVDs, DVRs, remote devices and input information into digital displays. 
11. Regular reporting to the City Manager and City Council regarding activities and events will be required.
12. Perform any other duties as assigned or necessary.
 
Minimum Requirements
Any combination of experience and training that would likely provide the required knowledge and abilities.

Experience:  Two or more years of event coordinating experience is required. Also, must have experience operating various sound equipment, projectors, DVDs, DVRs, remote devices and input information into digital displays.

Education/Training:  A minimum of a High School Diploma. An Associate’s Degree in Business is preferred. Good speaking and writing skills are required.
Licenses and Certificates:  Designated position requires the possession, or ability to obtain, a Class C driver's license with a safe driving record.  Possession of, or ability to obtain, an appropriate, valid first aid certificate and CPR certificate within the first thirty (30) days of employment. 

Supplemental Information
PHYSICAL DEMANDS AND WORKING CONDITIONS 
The physical demands herein are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform these essential job functions. 
Productivity: Incumbents must perform work in an efficient, effective and timely manner with minimal direction. 
Mobility: Incumbents are required to be mobile in order to participate in assigned tasks which may include but are not limited to moderate to heavy lifting; stationary positioning and/or moving for prolonged periods of time; stooping, kneeling, and crawling; and ability to operate motorized vehicles and equipment. 
Vision: Vision sufficient to read printed documents, observe behavior of theater participants and operate assigned equipment. 
Environment: Incumbents may be exposed to inclement weather conditions, may work at indoor or outdoor recreational facilities and may travel from site to site. 
Other Factors: Incumbents may be required to work extended and/or flex hours including evenings, weekends and holidays.
EXAMINATION PROCESS
A completed City of Avenal employment application must be submitted to City Hall either on-line at www.cityofavenal.com (under Quick Links to "Employment") or in person at Avenal City Hall.  Applications will be screened for qualifications and those applicants considered best qualified will be invited to an oral interview. All appointments are subject to a successful completion of a background check and pre-employment physical examination including a drug screening.  All new employees are required to submit verification of legal right to work in the United States.
The City of Avenal is an equal opportunity employer (EOE). Minorities, women, and persons with disabilities are encouraged to apply. Individuals with disabilities who will require reasonable accommodation in order to participate in any portion of the application, interview, and/or testing process may voluntarily request the accommodation from the City five working days prior to the requested accommodation. Documentation of the need for the accommodation may be required upon receipt of the request.
Note: The provisions of this bulletin do not constitute an expressed or implied contract and any provisions in this bulletin may be modified or revoked without notice.
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