THE GROS5E POINTE

ADEMY

Title: Wedding Coordinator
Reports to: Assistant Business Manager

Responsibilities:

The Wedding Coordinator is the contact person for the Grosse Pointe Academy for scheduling wedding
rehearsals, ceremonies, and receptions. The coordinator will ensure a positive experience for wedding couples
and guests. Strong customer service and communication skills and a professional demeanor are essential.

Duties:
e Qualify and close leads from initial inquiries
Own client relationships from inquiry until the day of the rehearsal/wedding/reception
Ensure correct information is given to the wedding couples
Ensure GPA policies are followed on the day of the event

Coordinate with the Marketing Department to promote weddings at GPA through advertising in print
and social media

Manage and order the required inventory of supplies; candles, hosts, wine, linens

Work with the Facilities Department on maintenance and repairs of the Chapel and wedding rooms
Self-motivated and comfortable working independently and collaboratively with a team

Effectively communicate both written and verbally with all departments for the success of the event
Supervise the On-Site Wedding Coordinator

Estimated Hours & Compensation:

This position allows for a flexible schedule. The Wedding Coordinator can expect to work approximately
10-15 hours per week depending on the season.

Preferred Qualifications:

e Ability to communicate well, with exceptional customer service skills

® Previous customer service experience; background in hospitality or hotel industry experience is highly
desirable

e Excellent phone and organizational skills

e Ability to remain professional, calm, and reassuring to the wedding couple/family members under any
and all circumstances

e Familiarity with the set up of supplies in the Sacristy and Chapel for Catholic wedding ceremonies

e Proficient with Microsoft Office Suite

Please send a letter of interest and resume to hr@gpacademy.org.




