
 
      

 

   

Title:   Events and Operations Manager 
 
Pinnacle Venue Services, a facilities management company, has an immediate opening for an 
Events and Operations Manager for a 5,000 seat arena and conference center located in 
Indiana, PA. 
 
Company:  Pinnacle Venue Services 
Location:  Indiana, PA 
Reports to:  Director of Events and Operations  
Supervises:  Conversions, Housekeeping, Operations, Events and related Staff 
Status:   Full-Time; Salaried; Exempt  
 
Qualifications:  
 
 Experience in event management, event set-ups and changeovers, housekeeping and staff 

supervision and scheduling, and audio-visual components. 
 Bachelor’s degree from accredited college/university in a related field. 
 Familiarity with OSHA requirements. 
 Knowledge of labor providers, special event production and concert/show technical riders 

desirable. 
 Strong verbal and written communication skills in the English language. 
 Ability to work nights, weekends and select holidays, in addition to traditional business hours, is 

required. 
 
Essential Job Functions:  
 
 Assume management responsibility for all services and activities involved in facility operations 

and upkeep including conversions, housekeeping, audio visual, scoreboards, staging and 
associated equipment for, but not limited to, concerts, athletic events and conferences. 

 Serve as Manager on Duty in overseeing events to ensure events run smoothly; coordinate 
communication between event staff and delegate assignments; be responsible for and ensure 
overall customer and lessee satisfaction and experience. 

 Select, train, motivate and evaluate staff; provide or coordinate staff training; work with 
employees to correct deficiencies; implement discipline and termination procedures. 

 Plan, direct, coordinate, and review the work plan for facility operations; meet with staff to 
identify and resolve problems; assign work activities, projects and programs; monitor work flow; 
review and evaluate work products, methods and procedures. 

 Participate in the development and administration of departmental budget; forecast of additional 
funds needed for staffing, equipment, materials, and supplies; monitor and approve expenditures; 
implement adjustments as necessary.  

 Oversee the set-up of events; coordinate facility arrangements with tour production managers, 
concessionaires and vendors. 

 Order supplies and materials based on facility needs within budget guidelines; receive and 
maintain supplies. 

 Maintain hazardous materials communication program, material safety data sheets and required 
records and permits; maintain knowledge of changes in pertinent Federal, State and Local 
regulations. 



   

 Develop and maintain an accurate record keeping system for departmental needs. 
 
 
Nonessential Job Functions: 
 
 Perform other duties and responsibilities as required. 
 
 
Intellectual/Social, Physical Demands and Work Environment: 
 
The intellectual/social, physical demands and work environment characteristics described here are 
representative of those that must be met by an employee to successfully perform the essential functions of this 
job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential 
functions.  

 
Intellectual/Social demands: 

 While performing the essential functions of this job, the employee is continuously asked to multi-task 
under time limits.  Position requires constant attention to precise details and accuracy of specified 
standards including: following simple to complex (more than 3 steps) instructions, and concentration 
which frequently extends beyond 30 minutes at a time. Employees in this role will constantly be in 
leadership role; this requires directing others either verbally or in writing to complete tasks in prescribed 
time frame.  This position also requires constant use of interpersonal skills including: ability to 
direct/motivate/inform staff and foster collaboration, being able to recognize and resolve conflicts, being 
able to openly communicate in writing and verbally with clients. 

 
Physical demands: 
 The physical requirements of this position include occasional bending, stooping and crawling. Constant 

standing and walking for extended periods of time. Frequent pushing pulling and lifting up to 75lbs for 
items such as stage decking, basketball court, bike rack, tables and chairs. Frequent walking up and down 
stairs. Hand eye coordination. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions of the positions. 

 
Work environment: 
 The duties of this position are performed indoors and occasionally outdoors in the weather 

conditions prevalent at the time. The noise level in the work environments is usually moderate to 
loud during events and minimal during non-event times. May be exposure to moving mechanical 
parts. 

 
Pre-Employment Requirements: 
 Candidates who have received a written offer of employment will be required to undergo a 

successful background check and drug screening. 
 

EOE, DFWP 
To apply submit resume and cover letter to: 
gregg.kalemba@iup.edu 
 
Or mail to: Kovalchick Complex, Human Resources, 711 Pratt Dr, Indiana PA 15705 


