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Please send resume and letter if interest to Marianne Long, Director, Human Resources via mlong@cityofmelrose.org by April 30.

Title:


Rental Coordinator
Department: 

Department of Public Works
Supervisor:

Assistant Director, Public Works

Status:


Non-union, part-time (18 hours per week)




CNU1, Level 13, step 2, $25 per hour
Schedule:

Hours can be flexible based on rental schedule

Summary: The Rental Coordinator administers the rental and staffing of school building spaces. This role requires an energetic, pro-active professional to balance and prioritize situations in a calm and efficient manner. Must work independently and be responsible for ensuring that responsibilities of the job are done efficiently and accurately. The Rental Coordinator represents the Director and DPW staff to all who interact with the Department. 
Responsibilities:
1. Administer the rental and staffing of school building spaces; duties include:
a. Become familiar with the buildings and equipment so that you can rent spaces and trouble shoot issues.
b. Booking: Assist with marketing the spaces, meet with prospective clients, coordinate event needs, start times, equipment, etc. to determine staffing requirements; schedule staff to support all rental events; distribute overtime and assignments in accordance with CBA; determine rates, prepare contracts for execution, Request and review insurance certificates. Schedule and maintain all building use on Sportsman software (or similar) so that all managers can access the activity taking place in each building.

c. Events Coordination: create, distribute and collect event requirements, check in and out lists and other custodial responsibilities; assist DPW managers in reporting overtime hours for custodians as required; keep track and record overtime refusals. Work with AD and Recreation to coordinate gym time – especially when games are changed
d. Budget Coordination; monitor and track monthly expenditures and revenues for rental activity; invoice clients in accordance with their contact for facilities hours, custodial hours, lighting/audio etc.; Log payments on spreadsheet and with contract then prepare deposit. 

e. Recordkeeping; create and maintain customer databases, rate sheets, school rental files.
Qualifications
· Excellent communication skills - verbal and written.

· Excellent organizational skills with a keen attention to detail and accuracy.

· Ability to work independently relying on experience and judgment to plan and accomplish goals and multi-task in a fast-paced environment.
· Demonstrated experience in administrative and basic financial practices.
· Excellent interpersonal skills, with the ability to remain calm in a demanding role. Emotional maturity with the ability to not take customer’s or co-worker’s behavior personally. 

· Intermediate computer skills and familiarity with Microsoft Office Suite including Excel, WORD and Outlook. Demonstrated ability to learn and use new software programs, in particular become proficient with Sportsman Software.
· Demonstrated experience in providing customer service to co-workers and residents with tact, courtesy, sensitivity and discretion.

· Ability to successfully pass a background check including fingerprinting and Criminal Records (CORI) check.
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