
 

 
 

Event Coordinator – Rentals and Parties 

 

PLEASE READ THIS ENTIRE AD AND FOLLOW APPLICATION PROCESS 

BELOW TO BE CONSIDERED FOR THE POSITION. 

 

East Portland Community Center is part of Portland Parks & Rec and City of Portland. 

We are located just off I-205 & I-84, near Mall 205. We are a thriving multi-use 

Community Center with several programs in place, but still growing! 

 

We are seeking an enthusiastic, energetic person to coordinate our large growing rental & 

party program.  The person we are seeking would handle both rentals and party packages, 

working alongside our current event coordinator.  Our event coordinators are still trained 

and often responsible for contributing up at the front desk when needed. 

 

 Must have excellent customer service skills & be extremely patient. 

 Must communicate well with diverse individuals, groups or organizations, & staff in 

person, by phone & in written format. Must love being on the phone. 

 Possess the ability to work with multiple departments & be a team player. 

 Includes some direct service (front desk or giving tours) & various custodial duties.  

 Must be able to maintain our current rental system used at our facility and schedule 

rentals or parties accordingly. 

 Must be able to respond to various situations and requests to ensure the safety and 

satisfaction of participants.  

 Supervisory skills necessary. 

 Computer skills necessary.  

 Creative minds who can do some in house marketing a plus. 

 InDesign software experience a huge plus.   

 

Details of position: 

 22 hours/week, $11-14/hour, depending on experience. 

 3 days/week: Includes Sunday 9am-5pm, Monday 9am-5pm and Wednesday 1-7pm.  

Also, occasional coverage and trainings. 

 Position available immediately after paperwork is completed and criminal background 

check has cleared.  

 

To apply:  

 Send resume and cover letter to Amanda Wiese, EPCC, 740 SE 106th, Portland, OR  

97216 or attach to email to amanda.wiese@portlandoregon.gov 

 In addition to a cover letter, please answer the following questions: 

 How comfortable are you handling multiple tasks at once and working under 

pressure? Please provide an example from a past position. 

 What does providing excellent customer service mean to you?  

 

PLEASE COMPLETE the application process by NOON, on Monday, November 3rd. 

East Portland Community Center Administration 

740 S.E. 106th Ave. 1120 S.W. 5th Ave., Suite 1302 

Portland, OR 97216 Portland, OR 97204 

Tel: (503) 823-3450  Fax: (503) 823-3454 Tel: (503) 823-7529  Fax: (503) 823-6007 

Sustaining a healthy park and recreation system to make Portland a great place to live, work and play.      

www.PortlandParks.org • Amanda Fritz, Commissioner • Mike Abbaté, Director 
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