
 
 

JOB DESCRIPTION 
Position Title Part Time Facilities Event Support 
Position Reports to: Supervisor & Facilities Manager 
Department: Facilities 
Schedule (may vary) 12:30 – 9:00pm (Tuesdays; Saturdays; and Sundays)  
Rate/Salary  Hourly rate $16.50 to $18.50 DOE 

 
Ge ne ra l De scrip tion  
• Sup p ort all NCCC e ve nts b y p rovid ing  room se t-up s & te ard owns (to  include :  tab le s, 

chairs, aud io/vide o/lighting , & othe r furniture  or fixture s re quire me nts). 
 

Sp e cific Dutie s and  Re sp onsib ilit ie s 
• Pre p are  room se t-up s & te ar-d owns p e r Daily Sche d ule s. 
• Comp le te  ite ms on “To Do List” d uring  slow time s. 
• Use  “Communication Log ” 
• Se cure  the  site  at the  e nd  of the  d ay (`O p e ning  & Closing ’ p roce d ure ). 
• Ke e p  b̀ ig  p icture ’ in mind  (b e fore  & afte r e ve nts). 
• O the r d utie s as assig ne d  (Janitorial; Mainte nance ; Re p airs; Painting ; Work 

Re q ue sts) and  o the r tasks as d ire cte d  b y Sup e rvisor 
 
 
Kn o w le d g e / Skills Re q uire d  fo r the  J ob  
 

• Comp ute r skills with CCB software . 
• Ab le  to  re ad  map s and  layouts. 
• Working  knowle d g e  o f se curity syste ms. 

 
Pe rso na l Re la tions 

• Works as a te am  
• Daily inte raction w/Facilitie s Manag e r, Sup e rvisor and  NCCC Staff. 

 
 
De sira b le  Q ua lifica tio ns 

• Prior work in se rvice  ind ustry. 
• Working  knowle d g e  o f air cond itioning  contro ls. 
• Working  knowle d g e  o f aud io /vid e o/lig hting  syste ms. 
• Se rvant’s he art, Passion for God , and  the  Mission of NCCC 
• Hosp itality. 

 
 



Minim um  Q ua lifica tio ns Re q uire d  
• Ed uca tio n : Hig h School Dip loma or e q uivale nt. 
• Exp e rie nce : O ne  (1) ye ar or more  in the  se rvice  ind ustry. 
• O the r:  Always aware  of the  cond ition of site  op e rations.  Hig h atte ntion to  d e tails & se nse  of 

urg e ncy.  Ab ility to  re e stab lish p rioritie s d aily or more  ofte n, if ne e d e d . 
 
 

Wo rk Environm e nt 
• Profe ssional ye t se mi-casual . 
• A fast-p ace d  e nvironme nt re q uire s the  ab ility to  multi-task. 
• Ab ility to  work in outd oor we athe r cond itions 
 

Physica l Re q uire m e nts 
• Ab ility to  lift up -to  25 p ound s (fre q ue ntly) & 50 p ound s (occasionally). 
• Ab ility to  re ach, climb , b alance , stoop  and  crawl. 
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