
UNIVERSITY OF SOUTHERN CALIFORNIA

Events Coordinator

Job Code: 129315

OT Eligible:

Comp Approval:

Works with relevant units and departments to design and deliver events for university 
stakeholders. Coordinates event volunteers and donors and arranges event activities. Gains 
insight into the engagement and event needs of the broader department by communicating cross-
functionally and developing post-event feedback mechanisms. Champions the university’s vision, 
culture and values.

JOB SUMMARY:

JOB ACCOUNTABILITIES:

*E/M/NA % TIME

Yes

7/30/2020

______ Coordinates and prepares for special events. Designs, coordinates and delivers 
events, acting as a liaison between relevant departments, schools and/or external 
stakeholders (e.g., vendors, donors). Works with or gives guidance to volunteers 
and donors involved in event planning. Determines event staffing needs (e.g., 
security, janitorial services, catering), authorizing or securing additional workers as 
required. Attends events to monitor activities and ensure details are handled as 
planned Attends events to monitor activities and ensure details are handled as 
planned.

______

______ Participates in publicizing events through the coordination of marketing and 
promotional campaigns and strategies. Identifies target groups, develops concepts, 
designs and coordinates mailings of promotional materials and invitations, and 
directs logistical planning. Maintains awareness of shifting organizational priorities 
and adapts event schedules and timelines accordingly. Maintains records on event 
activities, progress and status.

______

______ Monitors delivery of goods and services to ensure contract terms are satisfied. 
Coordinates vendor services for varied goods and services related to special 
events planning. Researches and maintains current information on volunteers, 
donors and prospective donors.

______

______ Reviews and reconciles budgets and expenditures on a program or event basis.  
Coordinates with internal members (e.g., budget and finance teams) to process 
payments to vendors as necessary.

______

______ Ensures consistency and quality of materials communicated. 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.

EMERGENCY RESPONSE/RECOVERY:

Essential: No
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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.

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.

Yes

Supervises:  Level:

May oversee student, temporary and/or resource workers.

Supervises volunteers.

Minimum Education:

High school or equivalent

Minimum Experience:

2 years

Preferred Education:

Bachelor's degree

Preferred Experience:

3 years

Minimum Field of Expertise:

Experience with special events planning, fundraising management, or alumni and volunteer 
relations management. Experience with contracts and other legal documentation. Ability to 
support event planning (e.g., developing concepts, creating and estimating budgets, 
producing promotional materials). Experience with audio/visual equipment. Excellent 
organizational skills and ability to maintain multiple schedules. Excellent interpersonal and 
written and oral communications skills.

Preferred Field of Expertise:

Bachelor’s degree in hospitality, business administration, communications, public relations, 
or related field. Experience in higher education. Experience planning and coordinating 
corporate events. Proven leadership and project management abilities. Understanding of all 
relevant state and local event regulations. Knowledge of local community. Fluent in one or 
more languages other than English (e.g., Spanish, Korean).
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The University of Southern California is an Equal Opportunity Employer


