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		TOWNSHIP OF EVESHAM
	JOB OPPORTUNITY



TITLE:		EXTERNAL AFFAIRS SPECIALIST	
DEPARTMENT:	External Affairs 
SALARY:		Starting $48,000 DOQ
SCHEDULE:  	MONDAY – FRIDAY (8:30 a.m. – 4:30 p.m.) 
		        Must be flexible with schedule to include events/meetings held on evenings and/or weekends and holidays

					
BENEFITS:	Paid Personal, Sick, Vacation Days in addition to paid Holidays;
		Medical/Rx, Dental; Enrollment in State of NJ Pension System;
		Voluntary Benefits also available

	 
POSITION SUMMARY:
Under the supervision of the Director, assists with work involved in scheduling, planning, organizing, coordinating both small and large-scale events, and similar related work as required.                      

POSITION QUALIFICATIONS:
Graduation from an accredited four-year college or university with a degree in business, communications, recreation, or related field preferred.  Previous experience in working on events and/or resident services with other organizations a plus.  

SPECIALIZED SKILLS/KNOWLEDGE:
Knowledge of procedures, methods, techniques, and materials used in planning and executing events. Ability to interact and build relationships with local organizations, businesses, and vendors to ensure success of events; Proficiency in Microsoft Office;  Ability to prepare clear, concise, and accurate reports as requested. Ability to maintain accurate electronic and/or manual files, records, and reports.



                                                                                                                                                                                                                                                                                                                   

Qualified applicants should submit cover letter, resume, and salary expectations to:

Township of Evesham,
Human Resources,
984 Tuckerton Road
 Marlton, NJ 08053 

or Email to:  hr@evesham-nj.gov

Evesham Township is an Equal Opportunity Employer
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