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Facility Rental Assistant (Part-Time) 

 
I. SUMMARY 

 
Under the supervision of the Guest Experience Officer, the Facility Rental Assistant is primarily responsible for 
assisting with the contracting and facilitating of facility rental events and providing back up support to the Guest 
Services department.  

 
II. ESSENTIAL JOB FUNCTIONS 

 
 Facility Rentals 
 

 Respond to potential rental inquiries over the phone, e-mail correspondence and/or in person.  Assess client 
needs and provide a professional presentation of Turtle Bay’s rental amenities, ensuring that the venue’s 
advantages and positive features are highlighted for successful events.   

 Based on assessed needs, meet with clients to coordinate “Day of” event needs and schedule event details.   
 Provide a detailed Work Order for staff (as appropriate) in a timely and professional manner.   
 Prepare or review Facility Rental Forms to clarify event set-up needs, including identifying and informing staff 

to be involved in supporting the event.  Facilitate and/or implement all steps necessary to ensure successful 
event for all clients.   

 Create an event outline for each event, including details of all vendors and their product(s), delivery/pick up 
times, special instructions, sequence of events, necessary licenses or permits, client information, emergency 
contact information, etc. 

 Finalize contracts and deposits, as necessary, and obtain certificates of insurance if applicable.  Perform all 
contractual obligations including but not limited to the proper return of any rental items.  

 Supervise event and set-up, and remaining onsite through event completion. 
 Prepare all documents including deposits, contracts, payments and special arrangements for Guest 

Experience Officer’s approval.   
 When appropriate, professionally inform potential clients when Turtle Bay is not suitable venue for a 

potential client’s needs.   
 

III. SECONDARY JOB FUNCTIONS 
 
 Guest Services 
 

 Provide back-up support to the Guest Services department. 
 Greet visitors, collect entry fees accordingly, and maintain a visitor count. 
 Provide information to the public regarding interpretation of park facilities and exhibitions. 
 Monitor activities within the park complex to ensure safety of guests, living and non-living collections, 

displays, etc. 
 Manage a cash drawer, count and reconcile money, and post amounts to daily balance sheet. 
 Maintain a clean and orderly front desk area, replace pamphlets, set out and return donation boxes at the 

beginning and end of the day. 



 

 

 Support answering the park’s main telephone line by referring calls to staff or voice mail, and providing 
information to the public regarding park programs and events. 

 Inspect park buildings including doors, windows, alarm systems and exhibit areas, kitchen, lighting, television 
monitors, floors, ashtrays, restrooms, museum grounds, etc. to assure the building, its contents, and the 
premises are secure, sanitary, clean, and orderly. 

 Lock/unlock front doors, turn on/off alarm systems and lights upon opening and closing. 
 Provide support to park events/meetings and assist with set up/takedown of tables, chairs, etc.  
 Other duties as assigned. 

 
IV. EDUCATION AND EXPERIENCE 

 
 Minimum one (1) year demonstrated experience organizing and assisting events. 
 Minimum of two (2) years customer service and/or administrative support experience.   
 Minimum requirement of possessing a high school diploma or equivalent. 
 Experience working in a computer environment (Microsoft Office, Excel, E-mail, etc.)  

 
V. KNOWLEDGE, SKILLS AND ABILITIES 

 

 Knowledge of and direct experience facilitating the key elements of events management. 
 Ability to skillfully organize and manage details, problem solve, and oversee diverse priorities and/or multiple 

projects simultaneously and within deadlines independently or as part of a team. 
 Excellent verbal skills to include tact, creativity and calm demeanor with staff, volunteers, vendors, donors, 

potential customers, and community contacts.   
 Must be able to work flexible hours, including evenings, weekends, and extended days, as needed. 

 Knowledge of MS Office software with sufficient skills to develop appropriate tools to create and track 
contracts, schedules, etc. 

 Must possess a valid California driver’s license or be able to acquire within ten (10) days.  Provide a clean 
DMV report.  

NOTE: These statements are intended to describe the general nature and level of work involved for this job. It is not an exhaustive list of all 
responsibilities, duties, and skills required of this job.  

VI. INSTITUTIONAL RESPONSIBILITIES 

All staff members play an important role in supporting and advancing the Turtle Bay’s mission and vision for our 
role in the community.  As such, we seek candidates who will share our path to: 

 Support the museum’s mission to inspire wonder, exploration and appreciation of our world, and share our 
vision of TBEP as a vibrant gathering place where our community is strengthened through education, cultural 
engagement and economic growth. 

 Uphold our core values in one’s day-to-day work including playfulness, real-world experiences, 
interdisciplinary learning, community, lifelong learning, integrity, and sustainability. 

 Contribute to a positive organizational culture based on respect, cooperation, professionalism and 
teamwork, as we strive together to achieve our mission and vision. 

*Status:  Regular part-time non-exempt position. 
*Hours:  Up to 15 hours per week. 
* Includes a membership to Turtle Bay during employment and 20% off most purchases at the Turtle Bay Museum 
Store & Nursery 
  



 

 

 
Applying:  Email the required documents below to gsajobs@turtlebay.org 

 A cover letter (stating how your experience demonstrates you are qualified for the position) 

 A Resume 

 Three Professional/Work References (name, relationship and phone number) 
 
For a more detailed job description, visit our website at: http://www.turtlebay.org/employment 
To learn more about our organization and upcoming exhibitions go to:  http://www.turtlebay.org/ 
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