
Facilities and Event Coordinator
Are you looking for an opportunity to work for an organization that is helping to change our world for the 
better? If so, Oregon College of Oriental Medicine (OCOM) might be the perfect place for you. 

Our campus and offices are in the heart of Old Town Chinatown, in the LEED Gold certified remodel of the 
former Globe Hotel building. Tom McCall Waterfront Park and the Willamette River are just a block away. You’ll 
also enjoy easy access to the MAX Light Rail, other mass transit, and cycling routes.

OCOM is a nonprofit graduate medical school in Portland, Oregon. Our mission is to transform health care by 
educating highly skilled and compassionate practitioners, providing exemplary patient care, and engaging 
in innovative research within a community of service and healing. OCOM’s primary activities are providing 
studies for specialized graduate degrees; operating two teaching clinics, providing affordable care for 
patients and hands-on experience for student interns; and conducting acupuncture and Chinese medicine 
research. For more information about the college, please visit ocom.edu.

We are seeking a dynamic Facilities and Event Coordinator to join our team.

Position Summary
Reporting to the Director of Facilities and Campus Security, OCOM’s Facilities and Event Coordinator is 
responsible for providing building maintenance and for ensuring that all classrooms and meeting rooms 
are prepared for daily use. The Coordinator manages classroom set-ups, provides audiovisual support, 
manages facilities maintenance requests, monitors campus activities, and coordinates safety protocols while 
maintaining a friendly and approachable on-site presence. This position also provides the same support 
to OCOM’s satellite location on an as-needed basis. The Facilities and Event Coordinator is an important 
member of our team and contributes significantly to the efficient operation of the college’s academic and 
administrative functions. 

This is a three-quarter-time position working 32 hours per week, 1:30 PM-8:30 PM, Tuesday-Friday (6.5 hours) 
and 8:00 AM-2:30 PM (6 hours) on Saturdays. Occasionally, Sunday coverage may be required; scheduling will 
be flexible. Benefits eligible. 

Rate of pay: $14/hour

Essential Functions
  Coordinate faculty room requests and set up classroom tables, chairs, and audio-visual equipment as 

directed 
  Respond to both planned and immediate requests from faculty and staff for facilities support 
  Ensure good communications among the facilities team to ensure that all work requests are completed 

and tracked in a timely manner
  Maintain routine maintenance calendars and work order tracking systems 
  Perform ongoing building maintenance tasks such as painting, basic carpentry, and minor electrical/

plumbing repairs 
  Set up and troubleshoot campus audio/video equipment systems 
  Coordinate OCOM office relocations, moving furniture and equipment as needed 
  Perform exterior building maintenance (custodial and light landscaping) as needed 
  Perform occasional janitorial work as required 
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  Assume a measure of responsibility for departmental budgets and purchasing programs 
  Actively participate in managing the college’s Safety and Sustainability programs 
  Work with staff and faculty to coordinate and support college events (will require occasional Sunday hours) 
  Occasional travel to OCOM Hollywood Clinic, the college’s satellite clinic may be required
  Work with event vendors, renters, and community partners to schedule rooms, and coordinate setup needs
  Maintain prompt, professional, and polite phone and email contact with prospective renters and event 

coordinators, and community partners
  Sorting/delivering campus mail

Required Education and Experience 
  High school diploma or equivalent required
  Experience performing common household repairs and minor maintenance tasks is required 
  Possession of a valid driver’s license and auto insurance required
  A legal, operable vehicle with which to perform some duties associated with this position is required. 

(Mileage to be reimbursed pursuant to college policy) 
  Prior experience tracking maintenance requests in a work log database is a plus 

Required Knowledge, Skills, and Abilities
  Strong track record of dependability and punctuality 
  Strong customer service skills 
  Competency in building maintenance skills, including painting, minor electrical repair, minor plumbing 

repair and basic construction, such as sheetrock repair and small-project carpentry 
  Experience with basic audio/visual equipment (digital projectors, audio systems, digital cameras) 
  Ability to effectively work independently without direct supervision 
  Strong problem solving and critical thinking skills 
  Strong track record of excellent team skills; willingness to “roll up the sleeves” and do what is necessary to 

help the team 
  Must be able to lift 40 lbs 
  Fluency with Microsoft Office applications, including Word and Excel 
  Familiarity with Google applications, including Google Mail, Google Calendar, and Google Drive is preferred

To Apply
Email cover letter and CV/resume (.pdf format only) to HR@ocom.edu. The final candidate must successfully 
pass a criminal background check. 

Notice of Nondiscrimination
OCOM recognizes the individual dignity of each employee, student, patient, volunteer, and job applicant. OCOM does not discriminate on the basis of 
race, color, religion, sex, national origin, age, disability, marital or familial status, sexual orientation, gender identity, veteran status, or any other basis 
prohibited by local, state, or federal law.

Title IX of the Education Amendments of 1972 prohibits discrimination based on sex in educational programs, including areas such as admissions, financial 
aid, scholarships, course offerings and access, employment, and other services. Title IX protects students and employees, both male and female, from 
unlawful sexual harassment, including sexual violence, in college programs and activities. OCOM has designated a Title IX Coordinator to whom questions 
or concerns about this notice should be addressed: Amber Appleton, 75 NW Couch Street, Portland OR 97209, or titleix@ocom.edu.

This policy complies with the spirit and the letter of applicable federal and local laws, including Title IX of the Education Amendments of 1972 and its 
implementing regulations, Sections 503 and 504 of the Rehabilitation Act of 1973, and the Americans with Disabilities Act of 1990.
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