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Job Description for Event Planner Intern 

Cincinnati Sports Club 
 

A.  Reports to:  Club Manager 

 

B.  Nature of Work: 

 

Develop and implement social programs for adults, youth and families in the Club.  The programs should 

co-brand with other organizations in the east side of Cincinnati.  The events should increase awareness of 

the Club in the community, bring potential members to the Club and encourage members to interact with 

each other.  These events should be coordinated with other department managers.  

 

C.  Example of Duties: 

 

1.  Review and update and implement the12-month rolling social calendar.  Develop and/or maintain 

current “weekly” “monthly” or “annual” events.  

 

2.  Coordinate social activities that include but are not limited to poolside and winter happy hours, Chef 

Tasting Parties, health fairs, club open house and anniversary week, racquet socials, teen parties, etc. 

 

3.  Hire vendors for events including entertainers, bands, disc jockeys, etc. while maintaining department 

budget.   

 

4.  Solicit the participation of members and non-members through whatever means necessary to obtain 

attendance including mailings, phone calls, in-house banners etc.  Prepare a budget to accommodate 

such marketing.  

 

5.  Coordinate staffing for all events.  Develop and implement an event set and break down sheet.  Manage 

the staff and duties. 

 

6.  Work with Referral Reward vendors to promote events throughout our market area. 

 

D.   Knowledge and Skills: 

1.  Must be a college or grad student in a related field, i.e. Sports Management, Marketing, Business 

Communications, and Event Planning etc. 

2.  Must be outgoing and possess excellent communication skills, on the phone and in person.  

3.  Must be able to sell an idea and/or an event.   

4.  Must have excellent organizational skills. Must have ability to research and create new events.  

 

NOTE: This internship is a paid position up to 20 hours per week.   The internship start and end 

dates are flexible, as are the number of hours per week, depending upon student’s course 

requirements.  Undergrad and grad students are encouraged to apply.  This internship is offered 

year-round and on a regular basis. 

 

Please email cover letter and resume to jgoodchild@cincinnatisportsclub.com or Mail to 

Cincinnati Sports Club    

3950 Red Bank Road   

Cincinnati, Ohio 45227 
513.527.4000 

www.cincinnatisportsclub.com 
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