
UNIVERSITY OF SOUTHERN CALIFORNIA

Senior Events Coordinator

Job Code: 129314

OT Eligible:

Comp Approval:

Leads the planning, coordination and implementation of events and conferences. Procures, 
selects, and coordinates event facilities, guests, goods, services and activities. Leads and provides 
work direction to staff, student workers, and volunteers. Champions the university’s vision, culture 
and values.

JOB SUMMARY:

JOB ACCOUNTABILITIES:

*E/M/NA % TIME

No

8/6/2020

______ Leads the planning, coordination and implementation of events and conferences. 
Represents organizations, schools, and departments at events, and acts as their 
liaison with suppliers, vendors, guests, and donors. Tracks progress and ensures 
completion of event projects, orders, and initiatives. Coordinates logistics, and 
provides detailed instructions to all appropriate stakeholders prior to and during 
events (e.g., room setups, internet and electrical services, itineraries, conference 
agendas).

______

______ Researches and selects venues, vendors, goods, and services. Organizes and 
facilitates planning meetings with internal/external stakeholders and event staff to 
establish objectives, budgets and goals. Proactively assesses and manages 
workloads to maximize efficiency and meet event and project deadlines. Develops 
marketing and promotional campaigns and strategies.

______

______ Tracks, reconciles, and reviews event expenditures, budgets, accounts payable 
processes, and payroll. Coordinates and reconciles all travel (e.g., flights, ground 
transportation, accommodations, reimbursements). Prepares and organizes 
monthly financial reports and bank reconciliations for events. Ensures consistency 
and quality of materials communicated.

______

______ Liaises with donors, sponsors, committees, and other internal/external 
stakeholders, responding to their needs, maintaining and enhancing relationships, 
and resolving any problems that arise. Evaluates and follows relevant procedures 
and policies in accordance with fundraising best practices to ensure quality control 
and efficiency in donor service. Creates and implements sponsor displays, per 
agreements and established timelines for deliverables.

______

______ Establishes and communicates event planning and hosting standards. Contributes 
to an inclusive environment, building and maintaining strong cross-functional 
relationships and a deep understanding of organizational and university cultures. 
Upholds the principles of the USC Code of Ethics. Demonstrates alignment to 
strategic plans of the organization and university through words, actions and ideas.

______

*Select E (ESSENTIAL), M (MARGINAL) or NA (NON-APPLICABLE) to denote importance of 

each job function to position.

Performs other related duties as assigned or requested.  The university reserves 
the right to add or change duties at any time.
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JOB QUALIFICATIONS:

SIGNATURES:

Employee: _____________________________________  Date:_____________________________

Supervisor: ____________________________________  Date:_____________________________

EMERGENCY RESPONSE/RECOVERY:

Essential:

In the event of an emergency, the employee holding this position is required to 
“report to duty” in accordance with the university’s Emergency Operations Plan 
and/or the employee’s department’s emergency response and/or recovery 
plans.  Familiarity with those plans and regular training to implement those 
plans is required.  During or immediately following an emergency, the employee 
will be notified to assist in the emergency response efforts, and mobilize other 
staff members if needed.

No

Yes

Minimum Education:

Bachelor's degree

Minimum Experience:

2 years

Preferred Experience:

4 years

Minimum Field of Expertise:

Experience with special events planning, fundraising management, or alumni and volunteer
relations management. Experience in project management. Proven scheduling abilities. 
Ability to effectively manage and develop complex event and program budgets. Excellent 
written and oral communications skills.

Preferred Field of Expertise:

Bachelor’s degree in business, communications, hospitality, or related field. Experience in 
hotel or event management. Excellent managerial skills. Experience with donor/constituent-
relationship management database software (e.g., FileMaker Pro, DonorPerfect, Raiser's 
Edge), email marketing programs (e.g., Mailchimp, Constant Contact), and managing 
social media for a company or brand. Experience with office management communication 
software and tools (e.g., Google suite, Slack, Skype). Comprehensive understanding of all 
relevant state and local event regulations. In-depth knowledge of local community. Fluent in 
one or more languages in addition to English (e.g., Spanish, Korean).

Comments:

Will have to travel and work weekends, evenings and holidays, as necessary. This position 
is designated as a Campus Security Authority (CSA) under the Clery Act and must comply 
with the requirements of said designation.
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The above statements are intended to describe the general nature and level of work being 

performed.  They are not intended to be construed as an exhaustive list of all responsibilities, 

duties and skills required of personnel so classified.

The University of Southern California is an Equal Opportunity Employer


