
 

 

Job Description 
 

 

Position Title:   Wedding and Event Coordinator   

 

Reports to:    Event and Tour Sales Manager 

 

Exempt status:   Exempt 

 

Hrs/Work per Week:   40 hours per week 

 

Date:    August 2016 

 

Mission:  The mission of the Andrew Jackson Foundation is to preserve the home place of Andrew Jackson, to 

create learning opportunities, and to inspire citizenship through experiencing the life and unique impact of 

Jackson.  Preserve, Educate, Inspire 

 

Principle duties and responsibilities: The Wedding and Event Coordinator (WEC) is responsible for 

flawlessly executing onsite weddings for clients who have rented venue space.  Selling wedding coordination 

packages and event spaces is essential.  The WEC will be the primary event manager for all events held on site 

and will oversee part-time event staff while onsite.  Creating content marketing plans for social media and 

blogging, and execution of those plans.  The completion of all pre-event paperwork including itineraries and 

floor plans.  Full planning and execution of onsite corporate and organizational events. 

 

Position Responsibilities: 

 Attend, oversee and direct both ceremony and reception when client has purchased wedding 

coordinating. 

 Ensure all information is communicated to site operations team two weeks prior to each event or 

wedding. 

 WEC is responsible for making sure all clients follow all policies and guidelines set for by The 

Hermitage.   

 Ability to sell wedding coordinating packages to current clients. 

 Work week will generally consist of weekend work and occasional after work hours. 

 Provide direction and oversight to full time assistant event coordinator.  

 

Secondary duties and responsibilities:  Give site visits to current and potential clients when Event and Tour 

Sales Manager is not available.  Help to execute site wide non-rental events.    

 

Education/training: High School degree a minimum requirement, college degree preferred. 

 

Experience, skills, and abilities requirements: Past experience in managing events at public or private 

locations is essential as well as excellent customer service skills. Knowledge and the ability to complete full 



planning services for weddings and events also required.   Clear verbal and written communication skills; 

courtesy and discretion in dealing with the public and other employees; interpersonal, customer and staff 

friendly; must be able to interact with all ages, nationalities and those who are physically challenged; general 

knowledge of office equipment; WEC must always present a professional demeanor and appearance, and 

maintain confidentiality. A clear reverence and interest in history is essential.  Knowledge and daily use of e-

mail required; all applicants must own a working cell phone.  Above average knowledge of social media 

including Twitter, Facebook and Pintrest is a must. Actual experience coordinating or planning weddings is 

extremely desirable.  Must have reliable transportation 

 

 

Physical Requirements:  Ability to perform moderate physical work:  stooping, bending, climbing, and 

lifting up to 50 pounds unassisted; must be able to work in all weather conditions.  Work days can 

occasionally exceed 12 hours during events. 

 

This job description is intended to describe the general nature and level of work being performed by the 

person assigned to this position.  Principal duties and responsibilities are intended to describe those functions 

that are essential to the performance of this job.  This job description does not state or imply that the above 

are the only duties and responsibilities assigned to this position.  Staff members holding this position will be 

required to perform any other job-related duties as requested by management.  All requirements are subject to 

possible modification to reasonably accommodate individuals with a disability. 

 

Nothing in this job description restricts the supervisor's right to assign or reassign duties and responsibilities 

to this job at any time. 

 

 

 


