
 

 
JOB POSTING 

 
January 08, 2024 

 
The City of Country Club Hills is now accepting applications for the following Part-Time position 
vacancy: 

Assistant Event Coordinator 
 

Position Summary: The Assistant Event Coordinator will actively contribute to organizing and executing   
high quality City-wide events. 
 
 
Essential Duties/Responsibilities: 

 Assist in Event Planning: Collaborate with the  Event Coordinator in developing event concepts, theme, 
and logistical plans 

 Logistics Support: Aid in managing events logistics, including coordinating schedules, guest list, 
invitations, and RSVPs 

 Vendor and Venue Coordination: Assist in liaising with vendors and venues, acquiring quotes, and 
overseeing arrangements 

 On-Site Assistance: Support on-site event setup and dismantling, ensuring everything is in place 
according to the event plan 

 Attendee Interaction: Assist in managing guest queries, providing information, and ensuring a positive 
attendee experience 

 Administrative Tasks: Assist with administrative duties such as maintaining event databases, generating 
reports, and managing event-related documentation 

 Problem-Solving: Act as a point of contact for troubleshooting issues during events and addressing them 
promptly 

 Additional Duties: Any and all duties assigned   

 

Required Skills/Abilities: 

 Extensive track record in organizing successful events 
 A team player with a positive attitude and a willingness to learn 
 Proficient in Microsoft Office Suite or Event Management software is a plus 
 Strong written and verbal communication skills 
 Excellent organizational skills with attention to detail 
 Effectively problem solving and multi-tasking in a fast paced environment 
 Proficient in managing high-stress situations 
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Required Minimum Qualifications: 
Education and Experience 

 Bachelors degree in Hospitality Management, Event Planning, Communications, or any equivalent 
combination of education, training and/or experience 

 Possess a Valid Driver’s License 

Physical Requirements: 
To successfully perform the essential functions of the job, the employee must be able to stand 
walk and kneel. The employee must be able to see, hear, and use hands and fingers to feel, grasp, 
handle and operate objects or controls. The employee may be required to climb, balance, stoop, 
kneel, crawl, push, pull, twist above the waist, bend at the waist, climb ladders and enter tight 
spaces and  physically able to lift up to 50lbs at a time. Reasonable accommodations may be made 
to enable individuals with disabilities to perform the essential functions of the job. 
 

 
Work Environment: 

While performing the duties of this job, the employee will be exposed to various weather 
conditions associated with working outdoors, i.e., rain, cold, heat and wind. The noise level is 
moderate to high. Reasonable accommodations may be made to enable individuals with disabilities 
to perform the essential functions of the job. 
.                   

 
                   
            APPLICATION DEADLINE IS OPEN UNTIL FILLED 

 
 

If you are interested, please email an application and resume in PDF format to 
Patricia Hutson, City Clerk  4200 W. 183rd Street, Country Club Hills, IL 60478, 
(phutson@countryclubhills.org) EOE M/F/D/V/SO 
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