
Job Description  
Event Manager, Machine Shop Historic Venue 
 
Job Summary:  
This position is a salaried, full time, results oriented position, reporting to the Executive Director 
at Machine Shop. The Event Manager will work with the entire staff in order to maintain a high 
standard of service for clients hosting events at the facility.  
 
Essential functions of the position include:  
-   Managing booked events within the social market  
-   Meeting with clients regularly to coordinate the details of their event 
-   Set correct expectations for clients that reflect the ability of Machine Shop to satisfy 
-   Distributing inter-office communication on details for events.      
-   Execute all assigned events and serve as Manager on Duty 
-   Follow up with clients, post-event, to collect outstanding payments 
-   Maintain an orderly office environment  
-   Create and distribute necessary reports and statistics as requested 
-   Exhibit personal attributes of hospitality, cooperation, accountability, creativity, and 

enthusiasm for all facets of the organization 
-   Schedule will be flexible to accommodate for booked events; averaging 50 hours per week 
 
Additional Pertinent Responsibilities include:  
-   Assist with prospective client tours when needed 
-   Represent Machine Shop at industry functions and networking events 
-   Build and maintain relationships with vendors and other partners within our industry 
 
Ideal Candidates will have:  
-   Computer and telephone skills to execute planning documents, including floor plans and 

estimates, and correspondence with clients 
-   Excellent communication skills 
-   Spirit of service and team player mentality 
-   High School Diploma or equivalent; college degree preferred.   
-   A minimum of two years of experience in event coordination within a customer service 

industry 
 
Qualified and interested individuals should send their cover letter and resume to 
jessica@machineshopmpls.com by Wednesday, February 22. Historic Machine Shop is an Equal 
Opportunity Employer that considers applicants without regard to race, gender, religion, 
heritage, disability or protected veteran status. 
 
 
	  


