Event Tech
SUMMARY: 

Assist with a variety of duties related to the execution of events at UNM.

DUTIES AND RESPONSIBILITIES: 

1. Set-up and breakdown spaces and rooms per the event specifications

2. Maintain and operate equipment.

3. Attend meetings and training sessions.

4. Takes tickets from customers at entry gates, as appropriate to position.

5. Provides routine assistance at concession stands as appropriate to position, to include customer service and cash control, transport of food items and supplies, and cleaning and maintenance of equipment and utensils.

6. Attends parking areas at events, as appropriate to position, assisting patrons with entering and leaving lots, checking parking passes, and in some cases taking parking fees.

7. Performs various similar duties as required by circumstances at specific events, such as clearing trash from facilities.

8. May provide security as needed.

9. Other job-related duties as assigned. 

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:
· Ability to understand and follow specific instructions and procedures.

· Ability to work independently.

· Flexible availability, including some evenings and weekends.

· Good interpersonal and communication skills.
· Ability to secure and handle cash.
· Knowledge of customer services standards and procedures. 
· Meeting guests/speakers at the airport and providing transfers to the hotel.
· Coordinate/purchase/set-up food and drink during receptions, dinners, breaks at both UNM and hotel.
