
 

 

 
AVAILABLE POSITION:  EVENT COORDINATOR   POSTING DATE: 3.22.16 
 
The McNamara Alumni Center is an award-winning event venue on the University of Minnesota Minneapolis 
campus. It is privately owned by the University of Minnesota Foundation and University of Minnesota Alumni 
Association. 75% of McNamara’s events are University events. 25% of the event business is from weddings and 
corporate clients. The 7-member events team facilitates nearly 800 events annually and are employees of Cushman 
Wakefield/NorthMarq with headquarters in Bloomington, MN but offices at the McNamara Alumni Center.  
 
The event coordinator serves as the venue contact for event clients: gathers event details, creates floorplans, 
coordinates audio visual needs, parking and related logistics.  The event coordinator works directly with the Event 
Manager and will have regular interactions with D’Amico Catering onsite event planners.  In facilitating the venue 
needs of our clients, he/she will help build client relationships characterized by knowledge, superior customer service 
and trust, helping us deliver memorable events for our clients.  
 
RESPONSIBILITIES: 
Work with Event Clients to Coordinate Their Event Set-ups and Logistics:  
Hold client meetings to gather event details and make floorplan recommendations; facilitate furniture and equipment 
rental; reserve parking and audio visual technicians/equipment; etc. Communicate revisions and most current 
information to catering, vendors, cleaning, set-up and building management teams. Participate in weekly stencil 
meetings with D’Amico Catering to discuss week’s events. Review post-event reports and follow-up with items left 
behind, collect client feedback. Review bi-monthly billing worksheet to confirm final charges. 
 
Share the Staffing of Weekday Events:  
Share in staffing each week’s events with other operations team members. Be the primary person to staff and 
coordinate morning events, but also staff evenings and weekends as needed. Prior to client arrival, review room 
layout; greet clients and facilitate any changes; demonstrate AV etc. Serve as point person for vendors such as décor, 
audio visual, sound and light teams, etc.   
 
Serve as Communication Liaison for the Events team: 
Communicating with internal staff and campus partners regarding event schedules and needs: Facilitate weekly stencil 
paperwork for McNamara and D’Amico team members, create monthly parking calendar, submit weekly door 
programming schedule, and coordinate AV tech calendar and confirmations. 
 
REQUIREMENTS: 4-year college degree with 2+ years of event experience or administrative experience in the 
hospitality industry. EMS and Visio software skills a plus. 
 
The event office is open Monday through Friday 8:30-5:00 but flexibility is required by the team to share in staffing 
events. This position will require some early mornings (6:00 am or after), and occasional evenings and weekends 
depending on the event schedule. 
 
PAY: Hourly + parking + generous benefits package; commensurate with experience    
 
TO APPLY: Email a resume, 3 professional references and a cover letter addressing salary requirements to:  
Amy Leyden, Director of Marketing & Sales, aleyden@umn.edu 
 


