
Special Events Coordinator

Reports To: Special Events Manager
Status: Full-Time
Classification: Exempt
Salary Grade: Grade 1
Starting Pay Rate: $15.50 - $21.00/hr
Revised Date: July 2023

About Us
Waterfront Botanical Gardens (WBG) is a vibrant and inclusive organization dedicated to
connecting people with the beauty and wonder of nature. Located in Louisville, KY, our stunning
gardens span over 24 acres, showcasing diverse plant collections and providing a tranquil oasis
for visitors.

Our team at WBG is driven by a shared passion for horticulture, environmental stewardship, and
community engagement. Together, we work to create exceptional experiences, foster a deeper
understanding and appreciation of plants, and build a greener, more sustainable future for our
community.

Role Summary
The Special Events Coordinator at WBG plays a vital role in supporting both internal and
external events. This position is an integral part of our dedicated team, working towards engaging
the community through public use and programming at Waterfront Botanical Gardens (WBG).

Essential Duties and Responsibilities
1. Event Coordination:

● Work closely with the Special Events Manager to handle client communication,
including phone calls, tours, contracts, payment schedules, event details, and
vendor contracts.

● Serve as the primary point of contact for clients, staff, and vendors, ensuring
exceptional customer service and enforcing policies outlined in rental/vendor
contracts.

● Manage the event calendar, coordinating internal and external event reservations,
and effectively scheduling the use of WBG facilities.

● Act as an on-site staff lead facilitator for both internal and external events,
ensuring smooth event operations and addressing any issues that may arise.

● Communicate regularly with the events team, event vendors, and deliveries to
ensure effective coordination and timely execution of events.

2. Facilities and Grounds Management:
● Collaborate with the Facilities Coordinator to maintain equipment, furniture, and

the physical space at WBG, ensuring a safe, clean, and functional environment.
● Assist in the setup and removal of furniture for events as needed, ensuring proper

arrangement and adherence to event requirements.



● Work with the Facilities Coordinator to ensure that the
grounds are safe and clean for guests during events and
promptly returned to their best condition following events, including tasks such as
blowing off sidewalks, sweeping, hosing, power washing, and more.

3. Documentation and Administration:
● Complete required documentation for internal and external events as directed by

the Special Events Manager and Chief Operations Officer.
● Maintain accurate and up-to-date records of client interactions, contracts, and

event details.
● Collaborate with the Special Events Manager to ensure all necessary

documentation, such as contracts, payment schedules, and event specifications,
are properly executed and organized.

4. Additional Responsibilities:
● Stay trained and up to date on all emergency procedures to ensure the safety of

guests and staff during events.
● Assist in other projects or duties as assigned to support the overall mission and

goals of WBG.

Qualifications and Experience
● Bachelor's degree in a relevant field is preferred.
● 2-3 years of experience working in a team-oriented professional setting, preferably in

event coordination, catering or related fields.
● Strong ability to collaborate and communicate with staff, vendors, and volunteers,

fostering a cohesive and supportive team environment.
● Exceptional interpersonal skills to present a positive image of the organization and

effectively engage with the community.
● Efficient and productive work style, utilizing limited resources effectively and

maximizing productivity.
● Proficiency in Microsoft Office programs and general computer skills to effectively utilize

technology in job responsibilities.
● Possession of a valid driver's license and an insurable driving record.

Supervisory Responsibilities
● This position does not have any supervisory responsibilities.

Physical Demands
● Must have the ability to stand, walk, sit, use hands to handle objects, reach, climb,

balance, and talk or hear frequently throughout the workday.
● May occasionally be required to stoop, kneel, crouch, or crawl as necessary for event

setup and coordination.
● Should be able to lift and move objects weighing up to 25 pounds to assist with event

materials and equipment.



● Must have sufficient vision abilities, including close vision, distance
vision, color vision, peripheral vision, depth perception, and the
ability to adjust focus, to perform tasks and navigate event spaces effectively.

Work Environment
● Must be willing to work flexible hours, including evenings, holidays, and weekends as

requested, to accommodate special events and meet organizational needs.
● Ability to meet required work hours and deadlines to ensure timely completion of tasks

and event preparations.
● The role may involve exposure to varying work environments, including indoor and

outdoor settings, and may be subject to environmental factors such as changing weather
conditions, temperature fluctuations, and noise levels, while performing essential job
functions.




