
 

Position: Event Operations Specialist 
Reports to: Banquet Captain 
Locations:  Midtown, Belle Isle and Historic Fort Wayne. 

The Banquet Captain will provide training and scheduling for this position. The Event Operation 

Specialist is then assigned to work under the direction of event managers for each scheduled shift.  

The Event Operations Specialist works as part of a team to execute event set up and tear down in a 

timely and professional manner, while providing a friendly and professional demeanor to guests, 

vendors and other museum staff.  To be successful in this position a candidate must be punctual, 

helpful, energetic, dependable, and able to follow instructions accurately. Hours for this position will 

vary based on when events are scheduled. Compensation is $10 per hour. This is a part time position 

scheduled for 10-29 hours per week.   

Major Duties & Responsibilities: 

 Assist caterers and vendors with their load in and set up for facility rentals. 

 Provide janitorial services throughout the event. This includes, but not limited to, keeping 

restrooms tidy, trash receptacles emptied, mopping up spills, and removing breakage during 

events. 

 Anticipates client needs and responds promptly to concerns throughout the event. 

 Supervise visitors and guests to help maintain the Museums as a safe, family-oriented 

environment. 

 Report any operational issues as they arise. 

 Complete other duties as assigned. 

Desired Qualifications: 

 High school diploma or G.E.D credential required; college or other advanced education in 

hospitality a plus. 

 1 year of experience in a hospitality, event operations, or janitorial setting. 

 Must be available to work evenings and weekends and occasional weekdays. 

 Ability to remain calm and focused in emergency situations and to assist the event manager in 

implementing emergency procedures. 

 Possess a helpful and cheerful demeanor. 

 First Aid/AED/CPR certification a plus (this can also be obtained once an applicant is hired) 

 Must have reliable transportation.   

Please send all resumes to sheenal@detroithistorical.org  .  No phone calls, please. 
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