
 

Botanical Garden of the Ozarks 
 

 

Job Title: Assistant Director of Special Events 

 

Department: Special Events 

 

Reports to: Director of Special Events 

Supervises: Custodian and contract workers, and interns 

 

Hours: 35 hours a week, days and times depending on event schedule 

 

Job Description Summary: 

This position is a vital part of the Special Events Team. Interest and ability in 

promoting the Garden, renting the space and working to create exciting events for 

patrons. Engaging with corporate sponsors and potential sponsors in support of the 

Garden’s mission. 

 

Required Qualifications: 

Two to three years in event management, hospitality, or project management roles 

Undergraduate degree in Business, Hospitality, Not for Profit Management or 

Project Management  

Ability to manage time, multiple responsibilities, change direction due to needs 

Great attitude and willingness to do an above average job 

Ability to have difficult conversations with clients 

Strong verbal and writing communication skills 

A self-starter who also works well with a team 

 

Preferred Qualifications: 

Selling experience specifically rental space; ability to make cold calls 

Can work effectively in the office and out of the office 

Basic computer skills and knowledge of other office equipment 

Ability to work with staff, volunteers and interns 

 

Duties and Responsibilities: 
Event Sales/Rental 55% 

 Conduct tours of event spaces and respond to emails and calls from perspective clients and follow up on 

interest and inquiries in a timely manner.  



 Negotiate and prepare event agreements and contracts with clients for all events booked using established 

guidelines & policies. Follow up until documents are signed and add to the BGO Calendar. 

 Manage communications with clients during event planning cycle-often over extended periods of time. 

 Make certain all payments and other event requirements are satisfied on or before dates specified in the 

event agreement.  Follow up with Accounting 

 Hire, train and staff day of Event Coordinators, using contract labor, interns and volunteers ensuring 

quality services. 

 Interact with appropriate management & facility/event coordinators on event dates and times, preferred 

caterers, event time-line, vendors, layouts and etc.… Facilitate internal and external communications of 

all private and special events to ensure client expectations are met and events run smoothly and 

efficiently. 

 Follow up with client after the event to thank, solicit next event or referrals and to request published 

reviews of our services. 

 Track monthly booking pace and sales to continually develop strategies to improve revenue and ensure 

quarterly sales targets are met.  Create & provide monthly reports to be shared with Director and Board. 

 Research and investigate other on site event possibilities and tour promotions and present ideas to 

management 

  Communicate with Custodian to insure daily cleanliness and event set up. Work with other staff and 

volunteers who use the building for internal meetings and special events. 

Event Management 20% 

 Organize and manage all aspects of events, such as Jingle Bell Jog, Terrific Tuesday Nights, and assist 

with others as determined 

 Work with volunteer team leaders and volunteers for each event 

 Manage event budgets for each event 

Sponsorships:  15% 

 Engage potential corporate sponsors with the Garden and present with proposals for support 

 Develop relationships with all sponsors to determine interest and motivation 

 Follow through with paperwork, fulfilling all agreements 

Other 10% 

 Other Duties as assigned  

 Represent BGO outside of the office by attending tradeshows, conventions, networking or speaking 

events. 

 Work with the Communications Coordinator to create marketing opportunities for rental sales and event 

participation through the website, Pinterest and social media, etc. Create opportunities to showcase space 

and events through promotional materials as needed.  

 Manage photo permit process, preferred caterer lists and other relationships. 

 Keep a keen eye in the building and gardens for things that need to be repaired, eliminated or cleaned and 

inform the custodian or facilities staff in a timely manner 

 

The Botanical Garden of the Ozarks, a local non-profit attraction This is a salaried position with 

partial benefits including life insurance, dental insurance, retirement plan and paid time off. 

Health insurance is not included at this time. Salary $32,000. 
Please send cover letter and resume to: 
John Berry 
Director of Special Events 
Jberry@bgozarks.org 

mailto:Jberry@bgozarks.org


P.O. Box 10407 
Fayetteville, AR 72703 
No phone calls, please 
 


