
UNIVERSITY OF SOUTHERN CALIFORNIA

Events Manager

Job Code: 129305

OT Eligible:

Comp Approval:

Manages, plans, and executes all events for a university business or school, and participates in the 
planning and execution of major institutional events (e.g., orientation, commencement, other 
academic or social events). Manages, coordinates, and supervises event staff, providing guidance, 
approval, and support as necessary.

JOB SUMMARY:

JOB ACCOUNTABILITIES:

*E/M/NA % TIME

No

5/7/2020

______ Plans and manages the day-to-day operations of university events (e.g., arranging 
logistics, project management, event goal setting). Develops and manages event 
budgets, updating line item expenditures and recommending cost-saving options. 
Maintains accurate records of past events.

______

______ Manages and oversees staff, student workers, and volunteers involved with event 
coordination. Provides support and guidance to planning staff to ensure events are 
effectively and successfully executed. Oversees worker performance at events and 
provides feedback for improvement. Plans and schedules assignments and tasks 
to ensure event deadlines are met. Handles conflict and escalated issues as they 
arise. Approves timesheets and adjusts work schedules as required.

______

______ Ensures events and activities are scheduled, reserved, booked, and executed 
effectively. Creates and coordinates all logistical planning for the day of the event 
(e.g., walk-through sessions, timelines, post-event debriefings). Provides guidance 
on regular event communications (e.g., invitations, RSVPs, signs). Reviews and 
maintains event calendars and room reservations to avoid conflicts. Ensures 
effective traffic/crowd control and attendee safety. Ensures appropriate security is 
on site to maintain adherence to event safety protocols. Responsible for meeting 
Americans with Disabilities Act (ADA) requirements. Responds appropriately to 
accidents/injuries (e.g., slip and falls).

______

______ Serves as a liaison providing event consultations and planning services to internal 
stakeholders. Serves as the primary point of contact for external stakeholders and 
vendors. Directly contracts vendors and negotiates terms of goods and services for 
each event. Ensures all goods are accounted for and delivered on time for the 
event.

______

______ Supports ongoing sales and market research for local markets and other niches to 
develop on-trend event execution strategies and offerings. May manage or 
participate in the management of revenue-generating events, monitoring revenue, 
overall profitability, and third-party rental programs to maximize earned revenue 
and ensure goals are met. Assists in marketing efforts that meet goals and 
objectives and tie into appropriate university-wide initiatives.

______

*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:_____________________________

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.

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

Supervises:  Level:

Supervises employees, student, and temporary/resource workers.

Minimum Education:

Bachelor's degree

Combined experience/education as substitute for minimum education

Minimum Experience:

5 years

Preferred Education:

Bachelor's degree

Minimum Field of Expertise:

Five years’ experience with event planning and scheduling. Proven success overseeing 
large scale events, coordinating with a wide variety of internal and external stakeholders. 
Knowledge of relevant software and databases to support constituent-relationship 
management, marketing and communications, and social media efforts. Excellent 
interpersonal skills. Ability to perform well under pressure, individually and as part of a 
team. Excellent written and oral communication skills.

Preferred Field of Expertise:

Experience with university events. Understanding of Los Angeles event market. In-depth 
experience with budget development and implementation. Familiarity with strategic planning 
and implementing department goals through event management. Knowledge of one or 
more foreign languages (e.g., Spanish).



Events Manager - Job Code: 129305 Page 3

The University of Southern California is an Equal Opportunity Employer


