
 
 

Today ‘N Tonight – Event Coordinator Job Description 
 

Title: Event Coordinator 
 

Supervisor: Program Coordinator of Student Programs & Engagement 
 

Pay Rate: $13.50 / Hour 
 

Position Summary 
TNT Event Coordinators are responsible for planning, executing, and staffing a variety of 
engaging and dynamic programs in and around the Student Center. Event Coordinators will 
work with the entire TNT team to establish and maintain a programming calendar intended to 
increase student engagement, campus life, and diverse interactions among students. Event 
Coordinators should be creative and passionate about programming for the Bentley 
community. In this role, staff will be working both independently, and in collaboration with 
other team members, to create new and innovative ideas for programs and manage all aspects 
of those programs. 
 

Responsibilities 
 Create and execute new and innovative programs and events in the Student Center. 
 Staff events planned by the TNT team, including set up/breakdown and hosting the event. 
 Submit event proposals for each event, detailing the nature of the program, budget, staffing 

model, and any additional needs. 
 Complete all necessary tasks and projects needed to successfully execute an event, 

including booking space in EMS, determining setup needs, marketing via social media and 
flyers, working with vendors, creating contracts, submitting food waivers, purchasing 
supplies, and determining staffing needs. 

 Work with the Assistant Manager for Finance to purchase necessary program supplies. 
 Work with the Assistant Manager for Marketing to create marketing strategy for programs 

in conjunction with HYPE Team. 
 Submit event evaluations following completion of each program to assess success. 
 Complete weekly office hours to complete planning and preparation for upcoming 

programs and events. 
 Submit weekly reports to TNT Manager and Program Coordinator containing updates. 
 Attend regular one-on-one meetings with TNT Manager and/or Program Coordinator. 
 Other duties as assigned by the Student Programs & Engagement Professional Staff. 



 
 
Scheduled Shift Times 
TNT staff members are required to hold five office hours each week within the Student Center 
between the hours of 8:30 AM – 4:30 PM, Monday – Friday. Scheduled office hours remain the 
same each week. Additional shifts include staffing programs and tabling to market events. TNT 
primarily hosts programs on nights and weekends and it is expected that all members of TNT 
must be available to work at least one program per week. Event Coordinators are typically 
required to staff events that they have created and planned. Staff typically work between 8-10 
hours per week. Additional shifts are available to be picked up as needed. 
 

Qualifications 
 Must have prior program planning experience or the willingness to learn. 
 Must have the ability respond to problems and troubleshoot during a program or event. 
 Must have the ability to work night and weekend programs and events. 
 Must have the ability to be communicate with team and supervisor on a regular and 

frequent basis, both in-person, and remotely. 
 Must be a reliable, trustworthy, team player who will be a contributing member of the staff. 
 Must have the ability to manage several projects at once. 
 Must act in a professional manner and as a positive representative of the department. 
 Must follow all TNT and Student Programs & Engagement employment policies. 
 Must attend all TNT staff meetings and trainings. TNT staff are expected to return to 

campus early for mandatory training at the beginning of each semester. 
 Must remain an enrolled undergraduate student at Bentley University, in good academic 

and judicial standing with the university throughout the length of employment. Current 
staff members can apply to return to the staff during their graduate year(s). 

 

Mandatory Dates 
Spring Semester Training: January 14-17, 2021 
Staff Meetings: Every other Tuesday, 2:00 – 3:00 PM 
 

 Attendance at all mandatory dates is expected from staff members. Candidates must 
address any potential conflicts during the interview process. 

 Prior approval must be requested and granted in order to miss a mandatory obligation. 
 Training dates are tentative. Please check with your supervisor before making travel 

arrangements. 
 
 
 



SPRING 2021 COVID ADDENDUM 
 

COVID-19 Addendum 
Due to the COVID-19 pandemic, there will be changes to the responsibilities and expectations 
of this position for the Spring 2021 semester. For any questions or concerns relating to these 
areas, please make sure to discuss this with the staff supervisor during an interview. 
 
Responsibilities 
Due to current restrictions and limitations around in person gatherings, some of the job 
responsibilities for this position related to campus events will be adjusted for the spring 
semester. With fewer programs and events taking place, there will be less demand for 
programs and events on campus. If guidance changes and restrictions loosen, it is possible that 
we may see more programs and events later in the semester. 
 
Additional job responsibilities for the Spring 2021 semester will include: 
 Creative and innovative programming ideas to adjust to the current COVID campus culture, 

such as passive programming, video creation programming, or hybrid programming 
 Material or supply pickup for students participating in individual or online programs 
 Ability to be accessible and communicative in a primarily remote team environment 
 
Hours 
Due to the nature of this position being directly related to the presence and frequency of 
programs on campus, and fewer programs and events taking place, there will be fewer hours 
available to staff members than in a typical semester. The workload for this position will be 
roughly 3-5 hours each week. There may be opportunities for staff members to pick up 
additional projects if desired. 
 
Remote Work 
When possible, staff members in this position will be allowed to complete their work in remote 
settings. This will allow staff members to work in a location of their choosing to ensure that 
staff are not being put at a higher risk by working from a shared space. Some tasks and projects 
may be require staff members to be on campus. Staff members will work with their staff 
supervisor to determine the necessity and frequency of in person work. 
 
Health and Safety 
Employee safety will be at the forefront of our minds as supervisors in the upcoming semesters. 
We want to ensure that we are doing everything we can to minimize the risk of our student 
employees while working on campus. 
 Face Coverings: Face coverings must be worn at all times when students are on campus, 

unless in a private space. This will include when staff are working in public or shared spaces. 
 Additional Cleaning Efforts: To ensure that we are doing our part to keep surfaces and 

workspaces clean, we will be asking that our staff members are cleaning areas like desk 
surfaces, shared phones, etc. before and after each use or shift. Facilities will be working to 
do frequent cleaning throughout the Student Center and will be sanitizing all high touch 
points, such as door handles, light switches, elevator buttons, multiple times each day. 



 Personal Health: We will ask that all of our staff members continue to use best practices 
when it comes to washing hands, using hand sanitizer, etc. Staff members should wash 
hands for 20 seconds with soap and warm water as often as possible. When on the go, staff 
should be sure to use one of the hand sanitizing stations that have been added across 
campus, as well as the hand sanitizer provided in offices and workspaces. 

 Stay Home: While we have always held the philosophy of encouraging student employees 
not to come to work when sick, this will become especially important in the coming 
semesters. Students are being asked if they don’t feel well or are experiencing even very 
mild symptoms, to not report for work. As always, staff should plan to communicate any 
changes to their work schedule with their supervisor. Additionally, students will be asked to 
report any symptoms to the Bentley Health Center.  

 
Testing and Screening 
All employees living on campus or traveling to campus for work will be required to participate 
in the Bentley Screening Program and comply with the testing guidelines and frequency put in 
place by the university for the spring semester. Additionally, staff will be asked to regularly self-
monitor for any symptoms related to COVID-19 and complete the daily symptom checklist prior 
to reporting to work. 


