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JOB SUMMARY
The Fairgrounds Administrative Assistant provides administrative and front-office support to ensure the smooth daily operations of the fairgrounds. This position serves as a point of contact for the public, assists with event planning and execution, supports facility rentals and scheduling, and helps ensure that fairgrounds facilities are well-maintained and ready for use. The ideal candidate is organized, customer-focused, and able to work independently in a fast-paced, event-driven environment.
ESSENTIAL JOB FUNCTIONS
· Serve as the front office point of contact by answering phone calls, greeting visitors, and providing accurate information to the public.
· Respond to emails and inquiries related to events, facility rentals, applications, and general fairgrounds information.
· Assist with facility rental processes, including scheduling, documentation, and coordination with renters.
· Support the planning, organization, and execution of fairgrounds events and activities.
· Assist with facility oversight and daily operations, including conducting routine walk-throughs to ensure buildings and grounds are clean, safe, and properly maintained.
· Coordinate with maintenance and fairgrounds staff to report facility issues and follow up on repairs or upkeep needs.
· Perform administrative and basic financial tasks such as data entry, recordkeeping, tracking payments, invoices, and assisting with reports as needed.
· Maintain organized files, calendars, and records related to events, rentals, and operations.
· Provide general administrative support to the Fairgrounds and Events staff as assigned.

MINIMUM QUALIFICATIONS
· High school diploma or GED required, associate degree or coursework in administration, business, or a related field preferred.
· One (1) year of administrative, office, or customer service experience preferred.
· Experience working in an event, parks, or public facility setting is a plus.

KNOWLEDGE, SKILLS AND ABILITIES
· Strong customer service and communication skills, both verbal and written.
· Ability to multitask, prioritize responsibilities, and work independently.
· Proficiency in basic office software (email, word processing, spreadsheets).
· Strong attention to detail and organizational skills.
· Ability to interact professionally with the public, vendors, and county staff.
· Flexibility to work evenings or weekends as required during events.

PHYSICAL REQUIREMENTS
· Ability to walk the fairgrounds and conduct building inspections.
· Ability to lift 50 lbs. occasionally.
· Ability to sit, stand, and move between indoor and outdoor environments.
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