
 
 

Programs and Events Manager 
 
The Role: 
The Program and Events Manager develops and manages Levy Park’s programs and events, and the 
staff that support these services. 
 
The Programs and Events Manager reports to the Park Director, who oversees all aspects of the day-to-
day operation of Levy Park. 
 
Education Requirements: 
Candidates should have a four-year college degree.  Equivalent relevant work experience may be 
considered on a substitutional basis.  
 
Essential Job Responsibilities: 

 Manage the Programs and Events staff coordinating hiring, training, scheduling, and supporting 
in-park operations. 

 Develop and manage programs and events that are produced in-house. 
 Create and manage an annual budget and calendar for programming, events, and rentals. 
 Manage all aspects of Levy Park’s active and passive programs.  
 Sustain the relationships with program partners (universities, museums, public schools, small 

businesses, nonprofits, etc.) and assess the quality of classes, amenities, events, and activities 
they produce. 

 Oversee all rentals for the park including receiving and evaluating requests and coordinating 
contracting and logistics.  

 Regular, consistent, and prompt attendance is an essential function of this job. This position will 
require some work outside of normal business hours, including evenings and weekends. 

Additional Responsibilities: 
 Assist in outreach to and solicitation of program/event sponsors  
 Aid in the creation and implementation of plans for marketing park programs and events.  
 Generation of new ideas for park programs, events, and amenities. 
 Serve as a highly visible and enthusiastic public-facing representative of Levy Park and model 

friendly and attentive customer service for other staff. 
 Any other relevant duties as assigned. 

 
Necessary Skills and Experience: 
Candidates should have a minimum of five years of experience in program development and 
management, event production and management, visitor services or related work.  
 
Candidates should have a minimum of three years of supervisory experience.  
 
Candidates must have strong oral and written communication skills, as well as excellent time 
management and human relations skills.  
 
They must possess working knowledge of social media platforms as well as proficiency in Microsoft Word, 
PowerPoint, Excel, and e-mail software.  
 
Demonstrated ability to multi-task as this position has many moving parts and the successful candidate 
must be a detail oriented individual capable of organizing competing demands on time and resources 
 
The successful candidate must be physically able to work outside in a variety of weather conditions for 
on-site supervision of park staff, events, and programs. 
 

To apply, please email your resume to info@levyparkhouston.org by February 18, 2022. 


