Events & Marketing Coordinator
Bennett Valley Golf Course – Santa Rosa, CA

Position Summary
Supports the sales & marketing efforts for a high-volume golf course, restaurant, and event venue by managing event logistics, client communication, and marketing execution after contract completion. Ensures all events are accurately prepared, finalized, and executed while supporting ongoing promotion of venue programming and special events. This role requires a flexible schedule, with a general expectation of Tuesday–Saturday availability; occasional evenings, Sundays, and early mornings may be required based on event and operational needs.

Why This Role is Unique
This is a fast-paced, hands-on role in a dynamic hospitality environment. From weddings and tournaments to weekly trivia, themed dinners, and seasonal events, no two days are the same. You’ll see events through from planning to execution and play a key role in how the property shows up for guests every day.

Core Responsibilities
1. Event Coordination (Post-Contract Ownership)
· Manage all events after contract execution, ensuring smooth transition from sales to operations in CRM (client relationship manager)
· Schedule and manage client communications related to event logistics and updates 
· Finalize event details 10–14 days prior based on guarantees, ensuring accuracy of all BEOs (banqust event orders) and diagrams 
· Create and distribute BEOs, event packets, timelines, diagrams, and supporting documents 
· Coordinate event setup details including signage, floorplans, and vendor logistics 
· Act as on-site coordinator for assigned weddings and special events 
· Conduct site tours and client interactions as needed in the absence of the Director of Sales & Marketing 
· Ensure all final event details are clearly communicated to internal teams 

2. Financial & Event Reconciliation
· Process deposits and payments through CRM and POS systems 
· Track payment schedules and ensure all required documentation is received 
· Manage events with multiple payments (such as creatrive golf events and holiday restaurant events) using Excel  
· Reconcile final event charges based on actual attendance and consumption 
· Align CRM, POS, and reporting systems for accuracy (Smartsheets)
· Post-event: finalize invoices, thank-you communications, and follow-ups 

3. CRM & Administrative Management
· Maintain accurate event records, tasks, and timelines within CRM 
· Update event orders and communicate changes across departments 
· Prepare weekly BEO packets and support event review meetings 
· Organize and maintain digital event files and documentation 
· Respond to client and internal communications in a timely manner 
· Support general administrative needs and site tours as needed 

4. Marketing & Promotions (Execution & Accountability)
· Execute marketing collateral for all programming.
· Ensure all marketing collateral (digital and physical) is updated, accurate, and consistent. Maintain accurate and current information across website, Google Business, social platforms, and on-site signage 
· Create, schedule, and publish social media content, and promotional materials aligned with the marketing calendar 
· Capture event photography and maintain organized content libraries 
· Support execution of marketing calendar to ensure campaigns launch on time and in full 
· Track and report on basic marketing performance (email, social, event participation) 

Qualifications & Success Profile
Minimum Qualifications
· 1–3 years of experience in event coordination, hospitality, or marketing in a high-volume environment 
· Experience working with CRM systems, POS systems, and basic marketing platforms preferred 
· Proficiency in Microsoft Office or Google Workspace 

Success in This Role Looks Like
· Ability to manage 20+ active events simultaneously without details slipping 
· Strong organizational skills with clear prioritization of competing deadlines 
· Excellent written and verbal communication skills with confidence in client follow-up and detail clarification 
· Ability to work quickly and accurately under time constraints 
· Comfortable balancing administrative precision with creative marketing execution 
· Adaptable and solution-oriented in a fast-changing environment 
· Self-directed with strong ownership of tasks from start to finish 

Additional Skills Required
· Social media content creation and basic performance tracking experience 
· Canva or similar design tool experience 
· Strong data entry and typing accuracy 
· Professional presence suitable for a client-facing hospitality environment
