
Job Posting:  Assistant Event Coordinator  
 
The Bessie Smith Cultural Center (BSCC) seeks an energetic, part‐time Assistant Event Coordinator to 
coordinate rental events. BSCC is a nonprofit cultural center that promotes cultural, educational, and 
artistic excellence and fosters research and education of African and African American heritage; and also 
provides a venue that allows the community to celebrate through education, art and entertainment.  The 
facility is designed to host events such as weddings, corporate retreats, private parties, special events and 
meetings in the Bessie Smith Performance Hall and Vilma Fields Atrium. The Assistant Event Coordinator 
is responsible for planning, coordinating and overseeing the execution of assigned events. Approximately 
60% of all rentals are weddings/receptions with the remaining 40% being community meetings, corporate 
parties, class reunions, special events and family rentals. Responsibilities include room set-up, vendor 
coordination and onsite coordination of rentals as needed. 
 
Time Commitment: 
The Assistant Event Coordinator is a PRN position. Hours will vary based on event rentals.  Rentals occur 
seven days a week normally from 9am – 1am.   
 
Responsibilities:  
Reporting to the President, this position will coordinate a variety of tasks relating to facility rentals that 
include:  

 Providing one-on-one coordination meetings with renters prior to their rental (varies according 
to rental package)  

 Working with BSCC staff to ensure facility is in good condition and stocked with necessary supplies 

 Coordinating weekend logistics and communicating with all BSCC and City of Chattanooga staff 
during regular business hours  

 Assisting renters with set-up/clean-up as needed (please note all renters are responsible for 
leaving the facility in the same condition as they found upon arrival)  

 Maintaining relationships with vendors and coordinating as needed  

 Serving on-call for rentals and BSCC scheduled programs in rotation with other admin staff  

 Working with renters to ensure all contractual agreements are met by both parties and that BSCC 
policies and procedures are followed  

 Light janitorial services required 
 
Qualifications:  

 Ideal candidate will be responsible, detail-oriented, proactive and have the ability to represent 
the Bessie Smith Cultural Center in a friendly and enthusiastic manner  

 2 years of professional event and/or wedding planning and coordination experience preferred but 
not required 

 Excellent communication and customer service skills  

 Experience operating and troubleshooting basic audio/visual equipment  

 Ability to accurately multitask under pressure with attention to detail  

 Flexibility, the ability to problem solve and a sense of humor a must  

 Ability to lift 40 lbs  
 
Compensation:  Up to $11.00/hour based on experience 
 
E-mail Resume to pwilkes@bessiesmithcc.org 


