
 
 

Rental Coordinator Assistant 
Irvine Nature Center  

 

Position Summary: 
 
Irvine Nature Center seeks an energetic, customer oriented, part-time Rental Coordinator Assistant to 
organize rental programs and birthday parties. In conjunction with the Rental Coordinator, the Rental 
Coordinator Assistant is responsible for planning, coordinating, and overseeing the execution of all rentals 
at the Center, including weddings, corporate gatherings, mitzvahs and other special events. Responsibilities 
include promotion, booking and contract administration and vendor coordination. This position reports to 
the Rental Coordinator.  
 
Position Responsibilities: 
 

 Assist and support Rental Coordinator with day-to-day tasks and administrative duties such as 
processing payments, creating, and sending client invoices/ receipts, sending tour follow-up and 
post event thank you correspondence, updating client files as event details progress, sending 
birthday party correspondence to clients, monitoring birthday party supplies, occasionally 
responding to rental inquiries and/ or touring potential clients, and other duties as needed.  

 Assist Rental Coordinator during some events and/or acting primary on site contact for some 
events 

 Coordinate set up/layout of the venue space prior to events and ensure the venue is left in good 
condition at the completion of the event.  

 
Qualifications Needed: 
 

 Must be able to work flexible schedule including nights, weekends and some holidays.  

 Possession of High School Diploma and or/experience with hospitality or event management.  

 Ability to multi-task and follow directions.  

 Excellent written and oral communication skills 

 Ability to lift at least 25 lbs.  

 Excellent professional judgment 

 Great attention to detail 

 Ability to work well with others 

 Interest in environmental issues or education preferred 
 

Time Commitment: approximately 15-20 hours per week, weekend and evening availability a must.  
 
Part Time Salary: hourly starting pay of $16/hour 
 



To Apply: Please send resume to the attention of Jessica Moran, Irvine Nature Center, 11201 Garrison 
Forest Road, Owings Mills, MD 21117 or email HR@ExploreNature.org  
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