
 
Position: Facility Rental Specialist (P/T) 

Details:  $15 per hour/ Hours and times will vary 

Description: Fontenelle Forest seeks a dynamic, self-starter to manage all Facility Rentals including 

weddings, birthday parties, family gatherings, corporate meetings and company retreats at all 

Fontenelle Forest properties. This position will report to the Assistant Director of Development 

Responsibilities: 

 Field and respond to all inquiries about facility rentals 

 Set appointments to show properties  

 Coordinate with the event requestor to determine additional rental costs and requirements of 

requestor in regards to technical/AV equipment, security, clean up and/or other needs 

 Maintains consistent and direct contact with event requestor via telephone, email or other 

written correspondence. 

 Schedule facilities and services for internal and outside organizations’ events; maintain weekly 

and monthly facility activities calendar; update calendar as required. Enter all rental information 

into database 

 Manage and/or schedule set-up, tear down, stage, AV, linen rentals, caterer, band and other 

crews accordingly to ensure the success of each event 

 Point of contact and vendor liaison for each event rental  Must Be Present at Every Rental  

 Generates rental contracts for review and approval of Finance department and arranges 

invoicing and payment for all event rentals 

 Partner with the Operations department for any special building requests. Spot clean the facility 

as needed   

 Provides assistance and information to staff and event requestors regarding facility use and 

capabilities. Perform all duties requested by manager 

Qualifications: 

 This position requires flexibility for morning, evening, and weekend work. Must Be Present at 

Every Rental 

 1-2 years of experience previous experience in a customer focused support role or sales / retail 

based role is an asset 

 Self-motivated, exceptional organizational skills, detail oriented,  ability to multi-task, prioritize 

and meet deadlines 

 Sales skills and the ability to close a sale is recommended 

 Appreciation of nature and a positive & professional business environment 

 Polite, effective and friendly interpersonal communication skills 

 High competency with computer processes 

 Ability to do swift and innovative problem-solving 

 Good cash handling skills 

 Dependable and on time 



 
 Enthusiasm for the mission of Fontenelle Forest and the environmental, conservation and 

education work that we are passionate about 

 

To apply please send a resume and cover letter to Bturner@fontenelleforest.org 

 

Fontenelle Forest is an equal opportunity employer and does not discriminate on the basis of race, color, 

religion, sex, national origin, age, disability, marital status, sexual orientation, gender identity, political 

ideology or status as a Vietnam-era or special disabled veteran in the administration of any of its 

employment related policies and practices.  

Fontenelle Forest participates in E-Verify / Fontenelle Forest Participate en E-Verify 

 

mailto:Bturner@fontenelleforest.org

