
 

EVENT SALES COORDINATOR, Full Time 
The Chehalem Cultural Center seeks an energetic, organized, and professional Event and Rentals 
manager to oversee and coordinate the myriad events we host alongside our full season of in-house 
programming. The Events and Rentals Manager will be the primary point of contact for all rental events 
taking place at the Cultural Center. The ideal candidate will possess excellent customer service habits, 
clear communication skills, and a proven ability to multitask. The Chehalem Cultural Center is an open 
opportunity employer; candidates of diverse backgrounds are strongly encouraged to apply. 

Our ideal candidate has: 

● Experience as an event manager, venue manager, special event planner, or other comparable 
position 

● A passion for special events, weddings, and cultural celebrations of all kinds and a keen attention 
for detail 

● An appreciation for and knowledge of the event needs for live entertainment, performing arts, 
lectures, conventions, and corporate/special events 

● Experience interfacing and engaging with a wide spectrum of clients, community leaders, and 
donors 

● An ability to represent The Chehalem Cultural Center with a high degree of professionalism to 
external clients, including giving tours, providing detailed bids and estimates for rental costs, 
interacting with clients on the day of the event, managing contracted staff, and representing the 
organization at community events and trade shows 

● A familiarity with Newberg/Dundee and Yamhill county 
● A comfortability working with communities and cultures that are not their own and an ability to 

communicate in Spanish as well as English 

Key Responsibilities 

● Serve as the primary point of contact and public face of CCC events responsible for ensuring all 
events are executed with precision and polish 

● Work with the Executive Director and Director of Operations to ensure that client bids, contracts, 
deposits, insurance coverage, and all event-related documents and materials are sent, received, 
processed, filed, and approved in a timely manner 

● Prepare bids, invoices, contracts, and coordinates payment 
● Correspond in a timely manner to all inquiries and/or meet with clients prior to events to 

coordinate and plan day of needs 
● Ensure that clients and patrons follow event and safety policies and that all fire codes are strictly 

enforced 
● Manage and schedule all event support staff to ensure proper staffing coverage before, during, 

and after events 
● Ensure that all support staff provides quality customer service at all times 
● Oversee and coordinate outside custodial contractors ensuring cleanliness of facilities at all times 
● Work closely with the Executive Director, Director of Operations and Board representatives to 

plan and execute our annual “Night of the Moon” fundraising gala 
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Skills Required 
 

● Outstanding customer service instincts and attention to excellence  
● Computer literacy, especially with Microsoft Office Suite (Word & Excel), Google Drive, Online 

Registration Software and an ability to learn new systems quickly 
● Ability to prioritize daily task lists, to problem solve, and to handle various projects 

simultaneously under tight deadlines 
● Team player who is able to work well with others in sometimes stressful environments 
● Ability to manage and direct staff toward producing consistently excellent events 
● Extensive understanding of meeting and event set ups, including audio visual equipment 
● Strong time management and communication skills 
● Strong listening and organizational skills 
● Creativity to enhance themed events, social events and weddings 
● Awareness of current social event and wedding trends 
● Must be able to work gracefully in demanding, high-pressure situations, including an ability to 

handle unexpected complications and disputes to satisfactory results 
● Must maintain composure and objectivity under pressure 
● Must be able to work with and understand financial information and basic arithmetic functions 
● Experience working with and/or knowledge of non-profit business models 

 
Physical Requirements 
 

● Flexible and long hours sometimes required 
● Light work – Exerting up to 30 pounds of force to lift, carry, push, pull or otherwise move objects 
● Active, fast paced environment 
● Must have access to a car for errands, sales calls and off-hour events 
● Nights and weekends required as necessary 

 
Compensation 

$18 – 20/hr DOE with full health benefits, paid vacation, and sick leave 

How to Apply 

Qualified candidates should email the following application materials to 
info@chehalemculturalcenter.org with the subject “Event Sales Coordinator”: 

1. Resume 
2. Cover letter describing your experience with event management giving specific examples of 

successful events  
3. Three references with email and phone numbers 

 
Application Deadline 

Open until filled 

Start Date 

As soon as available 
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About Chehalem Cultural Center 

Located in Newberg, Oregon the Chehalem Cultural Center celebrates the arts, community, education, 
and heritage. It houses two visual art galleries, a state-of-the-arts ceramic studio, three multipurpose art 
studio classrooms, recording studio and four music practice rooms, meeting rooms, a small theatre 
space, and a large 5,200 square foot grand ballroom appropriate for public and private events. The 
Chehalem Cultural Center is an interdisciplinary and multicultural center that strives to represent the 
diversity of our greater community.  It features rotating exhibitions, presents a variety of performing 
arts, festivals, and heritage events with a mission to inspire and enrich lives by connecting community 
and culture. The organization is embarking on major capital campaign to support the final phase of the 
building’s restoration, including a professional 250-seat theater, a kitchen and culinary arts center, a 
dance and movement studio, a conference center, and a renovated front lobby.  

The Chehalem Cultural Center is committed to advancing equity and diversity in all that we do. We strive 
to foster an atmosphere of inclusivity, creativity, and respect in which people feel invited to participate 
and express themselves independently of their gender, race, religion, physical abilities, mental diagnosis, 
national or ethnic origin, social status, income, age, size, sexual orientation, or gender identification. The 
CCC celebrates the rich variety of culture in Yamhill County and seeks creative ways to create space for 
dialogue between communities and offer voices of differing perspective and communication styles a 
place to be heard. 

For more information about Chehalem Cultural Center, please go to: 

www.chehalemculturalcenter.org 
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