The Timbers Manager (Part-Time)
The Timbers Event Center, Northwood, IA

Position Title: The Timbers Manager
Reports To: Executive Board (Weekly) and Full TUNE Board (Monthly)
Employment Status: Paid Staff Position

Position Summary

TUNE is seeking a reliable, organized, and customer-focused individual to serve as The Timbers Manager for The
Timbers Event Center. This part-time position is responsible for the day-to-day operations of the facility,
including event coordination, customer communication, scheduling, and ensuring the venue is prepared for all
rentals and activities. The Manager will serve as one of the primary points of contact for renters, guests, and
community members and should maintain a friendly, welcoming, and professional presence when interacting
with current and prospective customers. This role is key to maintaining a consistent, positive experience for
renters and the community while supporting the long-term success of the facility.

Reporting Structure
¢ Reports weekly to the TUNE Executive Board
¢ Provides a monthly summary report to the full TUNE Board
e Works independently while maintaining regular communication

Operational Leadership
e« Manage event bookings, contracts, and customer communication
e Conductvenue tours and assist renters in planning their events
e Coordinate event schedules and maintain an organized calendar
e Oversee event setup, flow, and overall facility readiness
e Be present at the majority of scheduled events to oversee operations and ensure smooth execution

Financial & Administrative Duties
e Order alcohol and supplies within approved limits
o Follow established cash handling procedures using dual control
o Assist with preparing deposits alongside staff or volunteers
e Maintain accurate operational and financial records
e Submit weekly and monthly reports as required
e Track and manage inventory, including alcohol and event supplies, ensuring accurate counts and proper
documentation

Staff & Volunteer Coordination
¢ Recruit, schedule, and supervise volunteers and event staff
e Provide training on bar service, facility procedures, and safety expectations
e Ensure policies and procedures are consistently followed

Facility Management
e Maintain cleanliness, organization, and event readiness
e Monitor building conditions and report maintenance needs
e Ensure compliance with safety, occupancy, and fire code requirements

Position Guidelines
e Operates within TUNE policies and procedures
e Works independently with regular board communication
e May not serve as a member of the TUNE Board of Directors



e Does not have authority over governance or major financial decisions

Qualifications
e Strong organizational and communication skills
e Ability to manage multiple tasks and schedules
e Customer service or event experience preferred
e Reliable and detail-oriented
e Comfortable working independently

Schedule
e Part-time position with a flexible schedule based on events
e Evenings and weekends required
e This position will be reviewed after one year to evaluate workload, compensation, and overall
effectiveness

How to Apply

Interested applicants should submit a brief summary of experience and interest to:
Annika Schreiber, TUNE President

aaathey@hotmail.com

Applicants are encouraged to include a resume, but it is not required.



