
DIRECTOR OF EVENTS

About Scissortail Park  

The 70 acre Scissortail Park, designed by internationally-acclaimed landscape architecture firm, 

Hargreaves and Associates,  links the heart of the city to the Oklahoma River, long aspired to and now 

part of the city’s “Core to Shore” master  downtown development plan.  This $135 million project is 

funded by a city-wide civic improvement tax.  The new park,  located just a block south of Myriad 

Botanical Gardens,  will feature extensive gardens, a Great Lawn and outdoor performance venue, a lake 

and boathouse, a café, recreational facilities, children’s play areas, dog park, a civic scaled interactive 

fountain and multiple walking/jogging paths, all set within regionally-specific native woodland and 

prairie landscapes.  Over 1,000 trees will be planted in the 36-acre Upper Park with hundreds more in 

the 34 acre Lower Park.  

Summary 
The Director of Events works closely with the Chief Operating Officer to create, implement, and develop event 
programs for Scissortail Park. This position will identify and realize the vision for events and rentals, revenue, 
and growth of Scissortail Park within the community as well as increase the Park’s potential as an attractive 
and popular local destination through sales, marketing and strategic analysis, and negotiation skills. This 
manager researches market trends, targeting relationships and using proven methods to develop our business 
strategy while retaining marketing partners. 

The Director of Events will establish an internal and external leadership role, ensuring that the best interests of 
the Park are represented. The manager will create a sophisticated and effective revenue management 
program by optimizing product availability and pricing to maximize revenue for the Park.  The Director of 
Events manages all aspects of events and rentals within the Park through recruiting, managing, and motivating 
employees and volunteers.  Director of Events will create a positive work environment where employees are 
productive and volunteers are appreciated.   

Essential Duties and Responsibilities 

 Identifies potential business opportunities by analyzing market strategies, negotiation requirements, and
financials to maximize revenue for the Park.

 Develops negotiating strategies and positions by examining risks, potentials, needs, and goals of
community.

 Closes new business deals by developing and negotiating contracts.

 Understand the target markets, including industry, company, project, company contacts and which
market strategies can be used to attract clients.

 Collaborate with design and sales teams to ensure that requirements are met.

 Maintain relationships with current clients and identify new prospects.

 Possess a strong understanding of our products, our competition in the industry and positioning.



 

 

 Manage all aspects of the event planning process, including collaboration with subcontractors, venue 
identification, menu development, printing and design of materials and budget tracking.  

 On-going communication with several departments within the company as well as local community 
groups.  

 Attend community functions to network and identify potential opportunities.  

 Create summary reports of each event outlining how data gathered from current community events can 
be used to develop successful future events.  

 Identify, define and acquire revenue resources available to the Park through various events and rentals.  

 Design and implementation of a comprehensive development program and appropriate marketing 
strategies.  

 Assigns, coordinates, and administers programs located within and for parks, recreation areas, field 
offices, public access sites, park, and boating facilities. 

 Design and implement and/or maintain a structured revenue program as an aspect of the Park’s overall 
program and as economic resource development.  

 Work collaboratively with staff members to identify avenues of economic support for Park.  

 Represents Scissortail Park when meeting with potential clients.  

 Selects and assigns staff, ensuring equal employment opportunity in hiring and promotion. 

 Coordinates activities by scheduling work assignments, setting priorities, and directing the work of 
employees and contractors. 

 Coordinates with outside groups and businesses in activities designed to benefit park programs. 

 Creates contracts for all events and rentals to ensure that the Park meets the guidelines outlined by 
keeping in mind exceptional satisfaction levels of clients and guests. 

 Provides liaison between Scissortail Park, City of Oklahoma City, and Myriad Gardens Foundation. 

 Prepares and maintains operational budget plans and accounts for the Park and its facilities. 

 Evaluates and verifies employee performance through the review of completed work assignments and 
work techniques. 

 Identifies staff development and training needs and ensures that training is obtained. 

 Ensures proper labor relations and conditions of employment are maintained as well as subcontractor 
agreements. 

 Monitors work to make sure that it is being completed according to schedule and with appropriate 
quality; makes appropriate scheduling revisions given changing priorities. 

 Maintains records and prepares necessary reports including financial reports that account for revenues 
and expenditures. 

 Knowledge of training and supervisory techniques. Knowledge of employee policies and procedures.  

 Other duties as requested by Executive Director and Executive Board.  

Supervisory Responsibilities  

 Lead Events Coordinator 

 Rental Coordinator 

 Volunteer Coordinator 
 
Education and/or Experience  
 Bachelor’s degree required, Master’s degree preferred. 
 Minimum of 5 years of event experience in a leadership role within a non-profit organization, preferably in 

a Park/Horticulture setting.  
 
Computer Equipment and Software Requirements 

 Excellent word processing skills; must have expert-level skills with MS Office, especially Excel.  



 

 

 Experience in use of standard office equipment. 
 
Skills and Abilities Required 
 The ideal candidate will be highly energetic, committed, and a sophisticated organizer, implementer, 

and problem-solver with experience working within a dynamic non-profit organization. Must have 
excellent event fundraising, planning, administration, financial management, and personnel 
management skills, with a minimum five years of experience in a leadership role. 

 The Director of Events will have an understanding of what constitutes a comprehensive and quality 
fund development program and will be instrumental in aggressively expanding Scissortail Park’s 
revenue potential. Must possess high work standards and give evidence of a successful track record 
in meeting or exceeding stated goals. 

 Strong management skills and the ability to motivate, excite, and educate internal and external 
resources. This person should also have the ability to inspire the staff and all others involved with 
the Park to be effective resources in growth endeavors. 

 Solid organizational skills blended with a high degree of creativity with regard to development 
activities. Capable of developing and implementing clear goals, systems, and priorities. 

 Must be highly articulate and diplomatic with strong written and verbal communications skills. An 
astute, sensitive, and tactful listener.  

 Closing Skills, Motivation for Sales, Prospecting Skills, Sales Planning, Selling to Customer Needs, 
Territory Management, Market Knowledge, Presentation Skills, Energy Level, Meeting Sales Goals, 
Professionalism 

 Excellent organizational skills, with emphasis on priorities and goal setting  
 Strong proficiency in Microsoft Word, Excel, PowerPoint and statistical analysis software  
 Superior presentation and communication skills, both written and verbal  
 Technical skills required to understand and propose products or solutions by focusing on client 

requirements  
 Ability to communicate information, whether technical or non-technical to staff members and 

customers, in a clear and concise manner  
 Strong proficiency in Microsoft Word, Excel, PowerPoint and statistical analysis software  
 Superior presentation and communication skills, both written and verbal  
 Technical skills required to understand and propose products or solutions by focusing on client 

requirements  
 Ability to communicate information, whether technical or non-technical to staff members and 

customers, in a clear and concise manner  
 

Work Environment 

Must be able to work both indoors and outdoors.  Some locations visited during the course of executing job 

duties may not be wheelchair accessible; some time may be spent outside. 

 
Benefits 
This full time, exempt position is eligible for health, dental, life insurance, vision, long-term disability, voluntary 
life, accident coverage, 403(b), paid time off, and paid holidays. 
 
To Apply  

Please send a cover letter, resume, and salary requirements to careers@scissortailpark.org.  You will be 
contacted only if considered for an initial phone or in-person interview.  
 

Equal Opportunity Employer (EOE) 


