
 
 
 
 
 
 
 

OPERATIONS ASSOCIATE 
(PART-TIME OPERATIONS CREW FOR THE RIVERSIDE EPICENTER) 

 
Department:  Events 
Type:   Part-Time, Hourly (approximately 20-30 hours per week during busy weeks) 
Pay Rate:   $10.00/Hour 
Immediate Supervisor: Assistant Event Manager (and Event Manager) 
 
General Statement of Duties: Under the direction of the Assistant Event Manager or the Event Manager, this position aids in the execution of 
daily operations and event support services (i.e. set-ups, breakdowns, changeovers, cleaning, set-up changes requested by clients, etc.); 
participates in all show-related operations of event AND entertainment centers; and performs related duties as assigned by Event Manager, 
Assistant Event Manager, and Facility Manager. 
 
Areas of Responsibility:  
  Assists the Event Manager and Operations Supervisor with many aspects of event department operations, including, but not limited to: 

event/client services; room/equipment assembly; property maintenance; ADA compliance; security; custodial services; and parking services. 
  Executes room set-ups, breakdowns, and changeovers for specific events in all areas of the Event Center as communicated by the Event 

Manager directly or through Event Data Sheets.  Converts all rooms back to standard set-up before “dark”/non-event days so they are 
presentable for tours and walkthroughs. 

 Investigates, analyzes, and resolves operational problems and complaints. Anticipates problems and appropriate solutions. Collaborates with 
Immediate Supervisor when logistics concerns and/or safety issues with client-requested set-ups are foreseen.  

 Works with the Operations Supervisor to protect the Riverside EpiCenter’s interests and reputation by keeping up with service, cleanliness, 
and image standards. 

  Maintains the cleanliness and organization of equipment and storage rooms and keeps an itemized inventory of all set-up related 
supplies/equipment, including but not limited to: tables, high tops, linens, chairs, podiums, parking signs, etc. 

  Establishes and maintains effective working relationships with management, staff, contractors, vendors, suppliers, and others encountered 
in the course of work to ensure excellent service levels are upheld. 

 Assists Facility Manager with performance of miscellaneous repair work incidental to operating duties and preventive maintenance on 
building systems. (No certifications are required.) 

  Complies with all plant safety regulations and requirements and maintains clean work areas.  
  Ensures proper accident/incident reports and workers’ compensation reports are completed accurately.  
 Performs other duties as assigned.  

Qualifications: Minimum of one year experience with basic facility operations including equipment set-up, drayage, maintenance, 
housekeeping, trades, electrical, etc. Knowledge and application of operational best practices for events, including set-up/logistics, inventory 
control, fire/public safety regulations, food service practices, and relevant federal, state and local regulations.  Self-motivated individual with 
strong interpersonal and communications skills and the ability to work independently with little or no supervision.  Must be able to work a 
flexible schedule including: long nights, early mornings, weekends and holidays as needed. Must maintain professional appearance, attitude, 
and work ethic. 

Customer Service: One to two years of Client / Customer Service experience is a MUST. If you are serious about the position, please include a 
few sentences at the bottom of your resume (or in the body of your e-mail) explaining  your experience. Please include a few sentences about 
what customer service means to you. 

Physical Demands: While performing the duties of this job, the employee is required to walk extensively; occasionally required to kneel, climb 
stairs, and/or occasionally lift and/or move up to 65 pounds. This position requires work inside and outside of the building and some exposure 
to adverse conditions. Reasonable accommodations will be considered for those with disabilities. 

Work Environment: While performing the duties of this job, the employee works in machine areas, outdoors and general office environments.  
This includes some exposure to adverse weather conditions, noise, dust, and activity can be expected.   Reasonable accommodations will be 
considered for those with disabilities. 

 
Please e-mail your resume to Event Manager, Jen McArdle, at JMCARDLE@RIVERSIDEEPICENTER.COM. Thank you! 

mailto:JMCARDLE@RIVERSIDEEPICENTER.COM

