
 

EVENTS AND ADMINISTRATIVE ASSISTANT 
 
The Event Department, a boutique special events and fundraising company, seeks a full-
time Events and Administrative Assistant to join our team.  Our company works closely 
with Westchester-based clients in the non-profit sector, helping them to raise millions of 
dollars annually, as well as county government offices and select corporations.  The events 
we produce range from breakfasts to luncheons to all-day expos to Gala dinners and 
include Live & Silent Auctions, at-event giving opportunities, gift bags and more.  The 
services we provide to our clients are all-inclusive event management from start to finish 
as well as fundraising consulting. 
 
Day to day and ongoing job responsibilities at onset of employment will include a range of 
activities including participating in event planning meetings; liaising with clients, vendors, 
volunteers, civic/elected officials and others; office administrative work including data 
entry, phones, e-mail, mail, recording keeping and supply management; preparing items 
for display at events; event load-in/out; event staffing; social media account management 
for our company and for clients across multiple platforms; use of your own personal 
vehicle to transport items and materials between our 
office/vendors/clients/venues/donors; and other duties as assigned.  Physical labor is 
required at times. 
 
This is an ideal position for a recent college graduate interested in Event Planning who 
may/may not have 1-2 years full-time prior work experience in a professional setting, who 
is both friendly to others and feels strongly about working for the greater good.  
Proficiency in Excel, Word, Outlook, Publisher are highly sought-after skills and knowledge 
of Photoshop and Illustrator is a plus. 
 
Our office is located in central Westchester just north of White Plains in close proximity to 
the Bronx River Parkway.  Employment benefits include salary plus bonus, extended 
Winter holiday time off, summer hours in July and August, one week paid vacation, PTO 
and the pleasure and benefit of working with two senior event planners to watch and 
learn from. 
 
If this is of interest to you, please send resume and salary requirements to 
events@theeventdepartmentny.com  for consideration, on/before June 25, 2018.  
Interviews will be conducted in July with the expectation of employment to begin in early 
August.  Thank you. 
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