
Job Title: Festival & Events Coordinator 

Salary: $35,000 - $45,000 

Benefits: Competitive Benefits Package 
 

Job Summary 

Under the direction of the Festival Director, coordinate and provide support for the Columbus 

Arts Festival and various Greater Columbus Arts Council events. 

 

 One of two main contacts for Festival and other Arts Council events for all participants, 

volunteers, vendors, etc. 

 Assist with the coordination all Festival committee meetings & the communication with 

all-volunteer coordinating committee members; maintain contact with sub-committees 

through e-mail, phone; attend all necessary daytime and evening meetings 

 Timely response to artist questions via email and phone 

 Set up and organize jury process 

 With assistance from Executive Assistant, order supplies for committees as needed 

 Setup and supervise Festival artist jury process 

 Maintain Festival databases and files, including contact and information lists 

 Process invoices/check requests for the Festival  

 Ensure all contracts, liability waivers, permits, assignments, schedules, etc. are in place 

well before the opening of an event and ensure that all necessary paperwork is present 

on-site during the event 

 Coordinate with Festival Director for reservation of items needed at the Festival, 

including but not limited to: golf carts, radios, wheelchairs, fire extinguishers, U-Haul 

 Assist the Executive Assistant with overall operation of Festival Headquarters 

 Work with volunteer committee members and general volunteers to trouble-shoot issues 

and emergencies during set-up, open hours and tear-down 

 Maintain Festival storage spaces and coordinate load in and load out to/from the festival 

 Assist with annual surveys of artists, committee members, volunteers, & patrons 

 Assist with the calls for, hiring and oversight of Festival interns and ensure their work is 

completed on time and accurately 

 Gather relevant information for Festival Guidebook and press releases and GCAC 

website, etc. as it relates to other GCAC events 

 Assist with design, copy, preparation, and mailing of promotional and informational 

materials for Festival and the Community Arts Partnership Luncheon 

 Coordinate the artist selection process and related activities for the Community Arts 

Partnership business awards 

 Assist with nominee and nominator communications for the Community Arts Partnership 

Awards 

 Assist with registration communications for the Community Arts Partnership awards 

 Assist with set up and day of logistics for the Community Arts Partnership awards and 

other GCAC events 

 

 

 



Minimum Qualifications 

Ideal candidate will have 1-3 years experience in the events field.  Ability to tactfully and clearly 

communicate with others. Skills in organizing information in a logical manner. Working 

knowledge of applicable software programs such as: Microsoft Excel, Microsoft Word, 

PowerPoint, Outlook. Knowledge of Adobe Suite and Sharepoint preferred but not required.  

Excellent attention to detail.  Demonstrated ability to work independently, meet target deadlines 

and manage time effectively. Excellent written and oral communication skills. Must be able to 

lift at least 50 lbs. Some evenings and weekends required. 

 

We invite qualified candidates to submit a resume, cover letter with salary history and references 

no later than July 31 to Jobs@gcac.org.  No phone calls please.  We thank all candidates for their 

interest, however, we are only able to contact those who we decide to interview. 

EOE/M/F/D/V/SO 
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