Events Associate

Reports to: Events Manager
FLSA Status: Part Time (up to 30 hours per week)
Date Written/Revised: August 2026

ORGANIZATION

Planet Word (www.planetwordmuseum.org) is an interactive museum that brings language to life with unique,
immersive experiences for people of all ages. Nothing like it exists anywhere else in the world. Established by
educator Ann Friedman, the museum is housed in the Franklin School, a restored and rehabilitated National
Historic Landmark at the corner of 13th and K Streets NW in the heart of Washington, D.C. The museum opened
in October 2020 and welcomes more than 100,000 visitors annually, alongside a growing portfolio of public and
education programming.

In addition to its gallery experiences, the museum hosts a robust events program, including lifestyle celebrations,
holiday parties, meetings, symposia, and receptions. The museum has a 150-seat auditorium, two 200-person
multi-use event spaces, a roof deck, a courtyard, and two 40-person classrooms, all of which are utilized for events
and programs.

Planet Word’s policy is to provide equal opportunity employment (EOE) to all persons. Planet Word recruits,
employs, trains, compensates, and promotes regardless of race, religion, color, national origin, sex, disability, age,
veteran status, and other protected status. Planet Word’s commitment to promoting diversity, multiculturalism,
and inclusion is clearly reflected in the stories we tell. At Planet Word, we strive to provide a forum for civil discourse
and to be a place where our community, in all its vibrant diversity, can gather to share the words that bridge
differences and forge solutions.

POSITION

The Events Associate is a highly detail-oriented position requiring strong project coordination, problem-solving, and
communication skills. Reporting to the Events Manager, this role is responsible for the financial and operational
documentation of ourprivate group admissions, in addition to engaging in client and vendor communications and
conducting site visits to coordinate event logistics. This position ensures that private event inquiries are
responded to promptly, while communicating with internal teams and adhering to organizational policy. The
Events Associate will also be responsible for the sales, contracting, and production of our Lunch at Lexicon Lane
events program, as well as some cross-departmental administrative support for other Planet Word events and
activities.

ESSENTIAL FUNCTIONS (other duties as assigned):

PRIVATE EVENTS

e Serves as first line of communication with organizations and vendors regarding prospective or upcoming private
events; this includes addressing questions regarding Planet Word'’s policies and contract terms with guests and
vendors, including Certificates of Insurance (COl) requirements

e Conducts site-visits, conveying relevant venue details and capabilities as well as describing the history of Planet
Word and the Franklin School

e Updates, manages, and modifies private and special event details using a shared events calendar on Tripleseat
application

e Generates private event contracts and provide billing information to the Finance team for invoice generation
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e Creates and updates Event Service Order documents (ESOs) with private event details

e Oversees Event Captain schedules, gathering cross-department needs and scheduling Event Captains to match
those needs

e Gathers and coordinates requests for preferred caterers to sponsor Planet Word events

e Conducts outreach and sales for the Lunch at Lexicon Lane program. Generates contracts and coordinates with
Immigrant Food to produce the events on-site.

e May assist with various building management systems to control scheduled access to the facilities for private and
special events

e Generates monthly financial reports or other performance reports

GENERAL

e Assists with on-site event production, on occasion

e Provides interdepartmental administrative support, as needed

o Interfaces with other departments to ensure the smooth coordination of event logistics across the organization
e Adheres to Planet Word’s policies and procedures and represents the museum’s core values

e Supports a culture of cross-organization communication, collaboration, and information sharing

QUALIFICATIONS AND SKILLS

e Associates degree preferred. High School Diploma or GED required.
e 3+ years of experience in events, customer service, and/or retail

e Proficient in MS Office Software

e Experience with events management software or databases, a plus
o Ability to work independently and in a team environment

e Demonstrated punctuality and dependability

e Strong attention to detail and organization skills

e Professional verbal and written communication skills
e Strong problem-solving skills
e Prior Administrative Assistant or Executive Assistant experience a plus

OTHER REQUIREMENTS
e Able to work a maximum of 30 hours / week
o Able to work nights and weekends, as needed

WORK ENVIRONMENT AND PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee to successfully
perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with
disabilities to perform the essential functions.

Physical abilities to perform all core functions and duties of the position, including but not limited to the following:
ability to communicate clearly; visual acuity including but not limited to color vision, depth perception, central and
peripheral vision, close vision, visual acuity to read, and visual acuity to view a computer monitor for long periods;
manual dexterity to operate a computer keyboard for long periods. Standing for prolonged periods of time; lifting
to 40 pounds; bending, reaching, pushing, pulling, climbing a step ladder.

SALARY AND BENEFITS

$25 - $28/hour, Paid Time Off, Sick Leave and Employee Discounts TO APPLY
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Please send your resume and a letter of interest via email to:
careers@planetwordmuseum.org
Subject: Events Associate

Planet Word’s policy is to provide equal opportunity employment (EOE) to all persons. Planet Word recruits, trains,
compensates, and promotes regardless of race, religion, color, national origin, sex, disability, age, veteran status,
and other protected status.
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