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Administrative & Operations Specialist (Contract)
Remote | Contractor | Approximately 10 -12 hours per week | $60 per hour

Applications: Please submit your resume to hello@sparkeventcollective.com

The Spark Event Collective brings together a powerhouse community of experienced and
independent event professionals to provide clients with event management services for their

live, virtual or hybrid events.

We are an event strategy, management, and production agency built on a simple promise:
Focus on what you do best. Let us handle the rest.

Our clients are organizations that value experience, collaboration, and thoughtful execution.
Our planners are passionate and professional about their work, but not about going at it alone,
burning out, or hustle culture. Our model has proven that you can build a meaningful career

in events without sacrificing your sanity.

Our business runs on smart systems (many of which we built ourselves), deep industry roots,
and a badass team of female leaders. We are human-first, quality-driven, and committed to
building a company that works well for our clients and our planners.

So, where do you come in?

WHAT WE'RE LOOKING FOR:

We're looking for an experienced Administrative & Operations Specialist to support our

Executive Leadership Team (ELT).

In plain English? We're looking for a steady hand. The organized brain. The person who quietly
keeps everything humming in the background so the business can run smoothly and

efficiently.
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This is a part-time, remote contract role (10-12 hours per week) and ideal for a seasoned
administrative professional who loves working with a smart, agile team and wants to make

meaningful impact while maintaining flexibility and autonomy over their time.

The successfulcandidateis someone whounderstands the events industry, works confidently

with minimal direction, and provides steady, thoughtful support to a highly collaborative team.

You’llwork closely with our ELT on priority projects and requests, while also using your own initiative and

judgment to:

e Execute efficiently
e Spot gaps before they become problems
e Keep our systems tight

e Make sure nothing slips through the cracks

We're a small and evolving business, which means there’s a real opportunity to grow your

responsibilities and influence over time.

This positionis well suited to someone who values preparation, organization, and consistency.
It's the perfect fit for someone who takes pride in being the person behind the scenes who

keeps everything moving!

WHAT YOU’'LL BE RESPONSIBLE FOR:
e« Document & Resource Management
o Draft, update,and organize documents, templates, reports, + internal materials
o Prepare summaries, reports, and update data dashboards
o Maintain and update SOPs, checklists, and templates
o Systems & Data Support

o Enter and maintain data across internal tools and platforms

o Ensure accuracy, consistency, and organization within shared systems
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e Vendor & Logistics Coordination
o Support vendor communications, confirmations, and follow-ups
o Book travel, accommodation, and related logistics for team members
o Track and maintain event supplies
o Support planners with event-related tasks, as required
e Scheduling & Administrative Support

o Assist with scheduling, calendar management, and inbox-related tasks
o Support leadership with operational follow-through

WHO YOU ARE:

You're experienced, meticulously organized, and confident working independently.

You have:
e Experience supporting leadership in a remote team environment
e An understanding of the events industry
o Working knowledge of agency or event-based workflows
o The ability to take tasks from brief to completion with minimal oversight
e Sound judgement and the ability to identify when further input is required
o Meticulous attention to detail and the ability to organize and manage your own work
e A consistent and proactive approach to keeping information organized and accurate

« Comfort working across different tools and systems, staying steady as things change

You don’t need constant direction. You don’t need chaos to feel important. You identify

problems and gaps and you find ways to make things better.

WHO WE ARE:
« A human-first, flexible business model that respects your time and expertise
« Aleadership team deeply embedded & respected in the events industry

e An obsessive commitment to putting our heads down and doing high quality work

e Smart systems and infrastructure that support consistency and clarity ¥ i
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e A culture that values curiosity, community, professionalism, and humility

HOW WE WILL COMPENSATE YOU:
e $60.00 per hour | 10-12 hours per week
e Theroleis expected to work 10-12 hours per week on set days, with flexibility as event

timelines and schedules evolve.

OK, WHAT NEXT?

If this job description feels written exactly for you and it sparked (punintended) your interest,

please submit your resume to hello@sparkeventcollective.com.

We can’t wait to hear from you!
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