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COMMUNICATIONS AND OPERATIONS ASSISTANT (PROJECT BASED POSITION)

[bookmark: _GoBack]Korff Enterprises, Inc. is a sports marketing and event management company, based in New York City. We organize multiple sporting events, including: the 12th Annual New York City Triathlon – one of the world’s three largest Olympic distance triathlons, the inaugural Ironman US Championship in partnership World Triathlon Corporation and all of the on course entertainment for multiple New York Road Runner (NYRR) events, including the ING New York City Marathon. 
 
Korff Enterprises is looking to fill a project based position (February 6, 2012 to August 31, 2012) to work on our spring and summer events (NYC Half Marathon, NYC Triathlon and the Ironman US Championship). Position would be full-time and pay a competitive entry level wage. 

All applicants must be available to work from FEBRUARY 6, 2012 TO AUGUST 31, 2012. 


Responsibilities include, but are NOT limited to: 

· Helping manage a database of athletes and assist in customer service issues
· Working with merchandise team to coordinate merchandise orders and fulfillment
· Assisting with event production, marketing and sponsorship fulfillment
· Assisting event director in organizing and coordinating production orders, placement and staff.
· Managing email communications, web updates, event social media and websites
· Creating the staff, event and city guides.  

Qualifications: 

· Applicants must be a college graduate, with a preferred 1+ years of work experience 
· Must be available full-time and willing work long hours and weekends
· Have very strong computer skills required (Excel a must).  
· Must be extremely detail oriented and have VERY strong follow through skills.  
· Must work well under pressure, be motivated and enthusiastic about events
· Valid driver’s license
· Team player


How to Apply:

Interested, qualified applicants should submit a cover letter, resume and their answers to the questions below to Sarah Labowsky via e-mail (sarah@korffenterprises.com) or fax (212)-691-6009. Candidates will be interviewed in January and will be notified of a final employment decision the first week in February.  

1. Why are you interested in working for the NYC Triathlon / Ironman US Championship?
2. We are looking for the ultimate team player that is passionate about events and thrives under pressure. Tell us why this is you. 
3. Will you be able to secure housing in NYC? 
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