
 

                                                     

 
AmeriCheer Family of Brands 

 
Position:  Event Coordinator 
 
Job Description: The Event Coordinator is a position that is responsible for the planning, scheduling and 
coordinating of all regional events (Spirit Series and Championships) throughout the country as well as 
overseeing some of the company’s larger Championship competitions. This position requires strong 
communication and organization skills that are necessary for working towards and attaining the company’s 
short-term and long-term goals. The Coordinator is the key recruiter and continuously markets these events to 
establish and reach appropriate goals for the company while enhancing the reputation of the AmeriCheer 
Family of Brands. The Coordinator will work very closely with the entire staff in regards to supplemental 
recruiting for these events as well as staffing them for these events. 
 
Performance Expectations: 
 
The Event Coordinator is expected to: 
 

 Work with the company’s Competition Department to create an annual strategy for competition dates 
and locations.  

 Directly oversee the successful increase of all regional events and specified Championship events.  
 Oversee the registration process for all events that the Event Coordinator is responsible for. This 

includes accepting registrations, organizing them in an appropriate manner, providing an open line of 
communication for any customer questions or comments, as well as building relationships through 
follow-up with the company’s clients. 

 Research and secure additional competition sites at regional area locations while expanding into new 
markets. 

 Build strong relationships with Competition Hosts and work together with them in order to conduct a 
successful competition.  

 Work with all departments to plan and implement the marketing of events. 
 Train and manage AmeriCheer Family of Brands Sales Representatives with the philosophy and mission 

of the company by educating them on current offerings.  
 Assist with Company Representative training/sales meetings. 
 Assist the Event Department in regards to current Judging and Rules guidelines when necessary. 
 Professionally communicate with corporate staff, vendors, sponsors, competition hosts and the general 

public via phone, email, web and in-person meetings.  
 Visit and build relationships with cheerleading/dance organizations throughout the country. 
 Maintain a working knowledge of all company offerings: Cheer/Dance Competitions, Cheer/Dance 

Camps, Victory Wear, Cheer Gym and any additional offerings that the company should choose to 
partake in. 

 Work a minimum of  twelve major weekend competitions including the Buckeye Open National 
Championship, Winter Open National Championship and the InterNational Championship. 

 Maintain a positive image for AmeriCheer Family of  Brands by reflecting a professional appearance 
and manner in all interactions with the public and internal associates.  



 

 Brainstorm and communicate all suggestions for improvement, ways to overcome challenges, and 
feedback to the appropriate departments and the Director of Operations.  

 Create and Develop a Strategic Timeline and Goals for each fiscal year with the ongoing desire to reach 
the department’s goals. 

 Work with the Event Department to create budgets for all cheer competitions and be responsible for 
obtaining the goals set out on the budgets.  

 Maintain absolute confidentiality for proprietary information. 
 Additional responsibilities as assigned by management. 

 
 
Assignments:  

 Maintain a professional relationship with all competition hosts, company clientele and any additional 
potential and current customers of the company.   

 Exhibit strong written and oral communication skills by disseminating information to other company 
managers and owner.  

 Demonstrate the capacity to earn the owners respect and trust.  
 Effectively operate company technology and properly apply computer skills.  
 Maintain absolute confidentiality for proprietary information.  
 Exhibit enthusiasm and confidence with the public, other associates and employees and to improve the 

company’s market share. 
 Make decisions based on the mission statement of the company.  
 Follow up with customers in a timely manner after events with proper correspondence through personal 

and/or written format.  
 
Professional Development:  

 Participate in civic and company promotional functions as needed. 
 Identify cost saving measures which improve quality of company and share with management. 
 Identify structural or managing strategies to improve the quality of the competition department. 
 Represent the Company through leadership seminars and forums to gain recognition and visibility. 
 Learn new technology and introduce areas of opportunity for the company to utilize additional 

resources. 
 
Educational Requirements:  
A minimum of a bachelor’s degree required; cheerleading and dance background/experience is preferred. 
 
 
Working Conditions 
Every employee works for AmeriCheer Family of Brands, not only for a particular supervisor or department.  
Accordingly, employees are expected to act in the best interest of the firm, even if doing so requires actions or 
responsibilities not listed in the above job description.  This job description is subject to revision by 
management when needs change. 
 


