
 
Event Services Coordinator- Operations 
Maui Arts & Cultural Center – Kahului, Maui, Hawai‘i 
   
The Event Services Coordinator plays a key role in the success of our world class multiple-faceted 
performance arts center (www.mauiarts.org), and is primarily responsible for assisting the Executive 
Vice President, handling rentals of non-ticketed venues for meetings/classes/seminars/etc. additionally 
assists on events as needed with skills in clerical/administrative support. 

DUTIES AND RESPONSIBILITIES:  

• Assistant to the  Executive Vice President 
• Independently handles rentals from inception to greeting clients and final accounting  
• Input calendar data in coordination with Executive Vice President for the Omori Dance Studios, 

Meeting Room spaces and Theater spaces. 
• Prepares contracts, billing, receiving and tracking payments, copying and mailing contracts, final 

settlements; preparing check requests, coordinating and creating set-ups with maps and 
correspondence to artists and clients. 

• Handles various aspects of MACC FREE outdoor events, coordinates crafters and merchandise 
and assists at Outdoor Events.  

• Arranges pre-event entertainment when requested; artist greeting at the airport, running 
errands and other clerical duties as needed.  

• Attends Staff and Operations meetings. 

MINIMUM QUALIFICATIONS: 

• Bachelor’s degree or equivalent experience.  
• Positive personality and good people skills, problem solver. 
• Ability to work effectively in a collaborative multitasking environment. 
• Ability to work under pressure in a highly dynamic environment 
• Must be experienced in Microsoft applications (Word, Excel, PowerPoint), graphics and video 

editing, database management and systems.  
• Excellent organizational skills to initiate and complete projects in a timely manner.  
• Must have a flexible schedule and be available on some nights and weekends. 

ADDITIONAL INFORMATION: 

• Compensation based on experience.  
• Full benefits (Health, Dental, Vision, 401-K) available after initial probation period.  
• The MACC is an Equal Opportunity Employer.  

http://www.mauiarts.org/


• The MACC has a strict drug policy.  

INSTRUCTIONS TO APPLICANTS: Please forward a cover letter, resume with summary of demonstrable 
accomplishments, and two references to facility@mauiarts.org . No phone calls, please.  

ABOUT MAUI ARTS & CULTURAL CENTER  

Maui Arts & Cultural Center opened in 1994 as the culmination of a long-standing dream of Maui’s 
residents for a world-class gathering place for the arts. Now familiarly known as "The MACC," this center 
has been described by The Maui News as “the artistic and educational heart of an entire community” 
and “Maui’s entertainment and arts crown jewel.” Having celebrated its 25th anniversary in 2019 and 
looking forward to the next 25 years and beyond, The MACC is the most comprehensive multi-
disciplinary arts facility in Hawai‘i bringing people together to celebrate creativity through personal and 
shared experiences of the arts: to engage, to inspire, to educate, and to broaden all of our horizons. 
Maui Arts & Cultural Center maintains a commitment to equity, diversity and inclusion in all of its hiring 
and operating practices. 

 


