




Decision-Making:

● Decisions made by the incumbent may affect the public, the University, and/or others outside and/or inside the
incumbent’s department.

● Errors related to incumbent decisions or error may be detected within ten (10) days if caught in the final document
processing procedure.

● Improper decisions or errors can potentially result in fiscal and/or legal risk or additional time/costs required by
ASI staff and/or vendors.

Minimum Qualifications

Education:

● Requires a Bachelor’s degree related field (ie, hospitality, event management, business, counseling, etc).. Masters
Degree in Student Affairs, Counseling or related field preferred

Experience:

● Requires at least one (1-2) year of work experience in event management, hospitality or student affairs, preferably
in a University or related setting

● Contract experience (review, writing, negotiation, execution)
● Risk assessment experience or completion of risk assessment training

Knowledge, Skills and Abilities

● Basic computers skills (Microsoft Suite, Google Suite)
● Knowledge of leadership development and conflict resolution
●



Work is performed in varying environments including occasionally in climate-controlled work environment as well as
in outdoor or non-climate controlled work areas. The work may include exposure to loud noise from amplified sound
and inclement weather (heat and cold) on occasionally when outdoor activities such as events and concerts are required.

Mental Activities

During a typical workday, this position requires concentrated attention in reviewing contracts, approving timecards, and
reviewing support documentation for events.

I have read this job description and I understand all of my job duties and responsibilities. I understand that this position is
at-will.

I am able to perform the essential functions as outlined with or without reasonable accommodation. I understand that my job
may change on a temporary or regular basis according to the needs of my location or department with or without it being
specifically included in the job description. If I have any questions about my job duties not specified on this description that I
am asked to perform, I should discuss them with my immediate supervisor.

I have discussed any questions I may have had about this job description prior to signing this form.

Employee Name (please print)

Signature of Employee Date:


