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POSITION DESCRIPTION

Position Title:


Guest Relations Assistant

Department:


Stadium Operations 

Reporting Relationship:
Guest Relations Coordinator 

Status:



Seasonal / Non-exempt

Work Schedule:

April 2010 – February 2011




Monday – Friday, Game Days, Event Days
Contact:


Lauren Allio, Guest Relations 





Guestrelations@panthers.nfl.com
Essential Functions

Assist with all functions of the Guest Relations program including but not limited to:  
· Recruiting, interviewing, hiring, and training of staff.
· Scheduling staff for stadium events.

· Database input, email staff updates and reminders, newsletters, and game day briefings. 
· Preparation for staff on game day with both pre/post game day operations.  Duties include uniform inventory, organization of staff supplies (i.e. pagers, radios, clipboards, handouts, nametags, laundry, signage, etc). 
· Stadium Tour program including scheduling, invoicing, and conducting tours.
· Assist with Club Level events.

· Other duties as assigned.
Requirements
· Currently enrolled in an accredited university and eligible to receive college credit.
· Available to work all home Carolina Panthers and stadium events, including events held on weekends, nights, and holidays.
· Proficient in Microsoft Office programs, i.e. Word, Excel, Access, and Outlook.
· Must be punctual and timely in meeting all requirements of performance, including, but not limited to attendance standards and work deadlines.

· Must maintain courteous, professional and effective working relationships with co-workers, department heads, staff, partners, sponsors and fans.

· Manage multiple projects simultaneously.

Attributes
· Positive attitude; team player.

· Excellent organizational, communication and interpersonal skills.

· Flexible.

· Focused, alert.
· Detail oriented.
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