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University of Maryland, Baltimore
Office of External Relations
Protocol & University Events
Events Assistant

Work Study Program

July 19, 2023

This is an opportunity to be part of the team that plans and executes the signature events for the President’s
and Provost’s Office.

Main Responsibilities:

Assist the UMB Office of Protocol and University Events with planning a wide variety of first semester
Universitywide events including Convocation, Founders Week events, UMB Holiday Craft Fair, and other
special programs and events to promote and benefit the University community.

Position Includes:

" Assist with marketing and event promotion including website management and writing event
submissions for the EIm Weekly and Campus Life.

® Manage registration logistics: Use Cvent, Excel, and Word to provide updated registration reports.

® Runreports related to events and save in appropriate files for review. Track responses, follow-up with
key individuals at the schools and administrative units on the UMB campus.

® Work and develop plans with the UMB Environmental Services Department for set-up and breakdown
of events.

¥ Various administrative tasks.

Special Skills/Courses:
Candidates should be proficient in Microsoft Word and Excel.

This position would be hybrid with some time spent in the office working with the Director of Event
Operations and Executive Director of Protocol and University Events. The successful candidate can create
his/her schedule during office hours any time between 9 a.m. and 5 p.m., Tuesday, Wednesday and Thursday.
(8-12 hours per week)

For Application Submission:

Please submit a cover letter stating your interest in the position and a current resume. Please include
information about yourself such as special interests, volunteer work, and your field of study. Submit to:
Apowell@umaryland.edu




