Tony Evers

Office of the Governor | State of Wisconsin

Executive Residence Events Director

Governor Tony Evers is seeking an Executive Residents Events Director to welcome people from across Wisconsin to the
Executive Residence.

The ideal candidate will have a proven ability to plan and execute events that support the mission of the Governor and the First
Lady while maintaining public access to the building.

Job Responsibilities
The Executive Residence Director will report to the Deputy Chief of Staff and will be based at the Wisconsin Executive
Residence, 99 Cambridge Road, Madison, WI 53704.

Specific job duties include:
e Lead planner for Executive Residence events
Communicating directly with the Political Engagement Team on curating guest lists
Working with the Scheduling team and Communications team on the event structure and run of show
Serving as the on-site point of contact for visitors and the public.
Ensuring compliance with visitor protocols
Engaging with vendors
Ability to work within a budget and report expenses
Selecting event décor and entertainment
Overseeing menu planning with the Executive Chef.
Scheduling and supervising LTE waitstaff

Qualifications
Governor Evers is seeking candidates who excel in planning events and engaging with a diverse group of stakeholders and can
adapt to a fast-paced workplace. You should have:

e A demonstrated track record of developing and maintaining strong working relationships with and among a diverse
group of partners.

A demonstrated commitment to serving the state of Wisconsin.

A high level of organizational skills and the ability to adapt quickly.

Excellent written and verbal communication skills.

Experience working with event-related software

Prior experience in event planning and management.

Compensation
e Salary range $55,000 to $65,000 annually, commensurate with experience.
e  Generous benefits package.

The Office of Governor Tony Evers is an equal opportunity employer, and it strives to recruit and retain high quality staff who
are committed to increasing the diversity of the organization.

How to Apply

e Send a cover letter and resume to Deputy Chief of Staff Kelly Becker at Kelly.Beckerl@wisconsin.gov

Office of the Governor ¢ PO Box 7863, Madison, WI 53707
(608) 266-1212 ¢ evers.wi.gov
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