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JOB DESCRIPTION 
Position Title:  Events Coordinator 
Reports To:  Marketing Manager 
Department:  D7010 – Marketing 
Date Published: September 2019 
 
General Purpose: 
 
The Events Coordinator is the onsite face of marketing at Spider Mountain and Thunderbird 
resort.  The Events Coordinator is responsible for planning and executing events at Spider 
Mountain and Thunderbird Lodge, developing timely content for the MCP Marketing staff, and 
building strong relationships with key stakeholders in the area.  This is a seasonal position that 
will run from approximately October to March.  
 
Essential Duties/Responsibilities 

 Work with the remote MCP Marketing team and the Local Leadership team to develop 
and coordinate events 

 Execute events to ensure that they function as envisioned, and adhere to budgetary 
constraints 

 Analyze concluded events and create reports to measure success and suggest future 
enhancements 

 Manage any media representatives at events including reporter and photographers, as 
well as facilitating photo shoots 

 Provide regular photography both casual and formal  

 Develop timely content for social media and marketing needs and deliver to MCP 
marketing staff  

 Determine facility signage needs 

 Develop and cultivate relationships with key stakeholders including media contacts, bike 
shop owners, local businesses, elected and professional leaders, and vendors. 

 Be a liaison for local bike shops and influencers under the direction of the MCP marketing 
team 
 

Qualifications 
 
Work Experience: 

 One year of experience in events coordination, marketing, public relations or a closely 
related field required.  
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Knowledge/Skills/Experience 

 Photo and video experience 

 Excellent time management skills 

 Experience working remotely 

 Ability create and develop relationships 

 Excellent communication skills 

 Solid knowledge of social media including Instagram, Facebook, and Twitter 

 Team player 

 Attention to detail 

 Knowledge of and passion for bike industry 

 Must have reliable transportation 
 
Must be able to work weekends. 


