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POSITION DESCRIPTION 
 

Event Staff Assistant 
Part-time, hours vary, pay range $10.50 – $16.00 an hour  
Typically evening and late afternoon hours 
 
The Event Staff Assistant works with the Events Coordinator to deliver a wide variety of events to 
FCMoD guests.  Professional service and a positive, stress free experience are the goals for our events 
and clients.  The Museum offers weddings and receptions, corporate dinners and holiday parties, 
cocktail parties, birthday parties, and any other event that can be proficiently handled in the unique, 
yet limited spaces of FCMoD.  The assistant will also provide support for museum related events such 
as fundraising events, special openings, and appreciation celebrations. Event Staff Assistants must have 
a positive attitude, and be able to communicate effectively during what can be fast paced and high 
demand situations. 
 
 

ESSENTIAL DUTIES & RESPONSIBILITIES 
 Reports to the Events Coordinator  

 Assist the Events Team to ensure all museum related and third party events operate in an 

efficient and professional manner. 

 Assist the Coordinator by responding to needs as they arise; be able to act quickly; but also be 

aware of limitations regarding any particular event. 

 Become familiar with museum and event rules and policies. Assist the Coordinator to enforce 

rules and policies at events to ensure the best possible experience for clients and for the safety 

and safe-keeping of Museum assets. 

 Communicate with Events Coordinator and be familiar with all aspects of upcoming event. 

 Proper Attire will be required, consisting of white shirt and black pants for wedding or corporate 

events. Regular Museum business attire for other events.  Name tag must be worn at all times 

to be easily identified as a museum employee. 

 Assistant will be scheduled to arrive early to assist the Coordinator with the set up process; to 

greet and orient clients, and work with the Coordinator to address questions or problems from 

rental service providers, caterers, and clients. 

 Assistants will be an active part of all events by routinely checking in with the client and walking 

through the event to address needs such as emptying trash, answering questions, cleaning up 

spills, monitor and intervene as necessary to keep exhibits functioning properly, etc. 

 Be courteous and helpful through the evening, but not intrusive. 
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 Thank client and guests as they exit the venue, be prepared to answer any questions related to 

the event or the museum. 

 Clean up what is necessary to return Museum to pre-party appearance.  This may include 

cleaning, tearing down and returning equipment to proper storage or service location, returning 

any service items borrowed by client, emptying trash, recycling, etc. 

 Close the museum according to the latest required procedures. 

 Other duties as assigned. 

 
KNOWLEDGE, SKILLS, & ABILITIES 

 Enjoys interacting with museum clients and visitors. 

 Ability to communicate effectively. 

 Be detail-oriented and calm under pressure. 

 Ability to work in a fast-paced environment, able to analyze situations, responding 
quickly to deliver effective solutions.   

 Ability to establish and maintain effective working relationships with co-workers. 
 

 
EDUCATION & EXPERIENCE 
High school diploma or general education degree (GED) required. Customer service experience 
required, preferably experience with providing event support. 
 
 
LANGUAGE SKILLS 
Ability to effectively and concisely present information and respond to questions from  
the general public and co-workers. 
 
 
SUPERVISORY RESPONSIBILITIES 
This position has no supervisory responsibilities of museum employees. 
 
 
VALUES-BASED BEHAVIORS 

 Listens attentively to others. Asks clarifying questions to gain a better understanding of 
the other person’s views and assumptions. 

 Works effectively in a team environment and actively participates in joint problem 
solving; willingly cooperates with co-workers. 
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 Comes to work prepared and on time; honors work commitments; follows through on 
commitments; meets deadlines.  

 Honors the private and confidential matters of co-workers. Protects the proprietary and 
confidential information of FCMoD. 

 Follows rules, regulations, and policies. Positively contributes to implementing changes. 
 

 
PHYSICAL DEMANDS 
While performing the duties of this job, employee is regularly required to stand, walk, and sit; 
extended periods of walking and moderate physical activity required. Use hands to feel and 
manipulate tools and materials, and reach with hands and arms. Employee must frequently lift 
and/or move up to 50 pounds. FCMoD adheres to requirements set forth by the Americans with 
Disabilities Act (ADA). 
 
 
CERTIFICATES, LICENSES, & REGISTRATIONS 
A valid Colorado driver's license is required. 
 
 
APPLICATION PROCESS 
Submit electronic cover letter, resume, and three professional references to:  Kelly Stetter, 
kstetter@fcmod.org. Applications will be reviewed and selected candidates will be interviewed. 
Additional analysis may be conducted. Hiring is conditional upon a successful background 
check; additionally, a drug screening may be required.  
 
 
 
 
 
FOR OFFICE USE UPON HIRE 
I have reviewed and understand the essential functions of this job description and am able to 
perform each function with / without (circle one) accommodation. I further acknowledge that 
this job description is a general description of the duties of this position and changes in 
responsibilities may be required periodically by my supervisor.  
 
 
_________________________________________   ___________________________  
Signature        Date  
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