
Company: CJ Enterprises
Position: Operations Manager (Events)
Reports to: General Manager of Events

Job Description:

We are looking for an operations manager for our events. This person will be responsible
for the planning and execution of events. They oversee all aspects of the internal operations
of the event, from initial concept to final cleanup. Their goal is to ensure that each event
meets its client's or customer's needs while also meeting the standards set by the company.

Responsibilities:
● Coordinating with the Director of Events to ensure that the venue layout is appropriate

for the type of event being held
● Coordinating with security personnel to ensure that adequate security measures are in

place during the event
● Ensuring that all staff members are properly trained to carry out their event-specific

tasks
● Managing multiple projects simultaneously to ensure that deadlines are met
● Providing customer service support to attendees by answering questions about policies

or procedures
● Overseeing event setup and breakdown to ensure that the event proceeds smoothly and

efficiently
● Managing vendors and contractors to ensure that they meet all contractual obligations

and deadlines
● Liaising with performers to ensure that they are prepared for the event



Preferred Qualifications:
1. Proven working experience in an event management
2. Experience in providing customer service support
3. Excellent knowledge of management methods and techniques
4. Working knowledge of customer service software, databases and tools
5. Awareness of the industry’s latest technology trends and applications
6. Ability to think strategically and lead
7. Strong client-facing and communication skills
8. Advanced troubleshooting and multi-tasking skills
9. BS degree in Business Administration or related field

Salary Range & Type:
Contract / Negotiable

Other Information:
CeJay Enterprises of Louisiana, LLC
Attention: Human Resources
202 N. Thomas Drive, St. 9
Shreveport, LA 71107
E-Mail resumes to shirley.pollard@iamcejay.com

CeJay Enterprises of Louisiana does not
discriminate based on race,

color, national origin, gender, age, or disability.
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