
BALTIMORE OFFICE OF PROMOTION & THE ARTS, INC. 
Temporary Special Events Coordinator  

Position Description 
 
The mission of the Baltimore Office of Promotion & the Arts (BOPA) is to address the needs of the arts 
community through arts and cultural activities, advocacy and support; create pride by promoting 
Baltimore to Baltimoreans; and to use the arts and events marketing tools to promote Baltimore’s assets 
locally, regionally and nationally. BOPA produces festivals, special events, and promotions for Baltimore 
City and develops and administers funds, grant programs and community workshops. In addition, BOPA 
manages several historic attractions and sites in the Baltimore area. Facilities include School 33 Art 
Center, The Cloisters, the Bromo Seltzer Arts Tower and the Top of the World Observation Level in the 
World Trade Center. 
 
Summary  
The Baltimore Office of Promotion & The Arts (BOPA) seeks an enthusiastic, hardworking and 
experienced Temporary Event Coordinator to ensure the success of events and projects for our Special 
Events Department. This position for the Baltimore Office of Promotion & The Arts (BOPA) is a 
temporary full-time position reporting to the Director of Special Events. The primary responsibility of 
this position is to coordinate and support production of projects in the Special Events Department that 
include: Dr. Martin Luther King Parade, The Census, Baltimore Farmers’ Market & Bazaar, and Race to 
Preakness.    
 
Dr. Martin Luther King Parade 

 Coordinate a family-friendly parade in celebration of Dr. Martin Luther King, Jr’s birthday that is 
fun and organized with efficient parade logistics 

 Research, solicit and invite potential participants through parade application  

 Review, screen and organize all application forms for the parade selection process 

 Develop and disseminate parade confirmation orders to selected participants 

 Research and contract professional float vendors 

 Coordinate all permits and city services, organize and schedule logistics meetings 

 Coordinate and assign necessary staff and volunteers, and coordinate day-of logistics 

 Coordinate reviewing stand/VIP Reception 
 
The Census 

 Coordinate the outreach and promotion of 2020 Census to the historically under-counted 
creative community during BOPA events and others. 

 Responsible for coordinating all site specific activities and needs, including all logistics for event 
or project including working with contracted vendors, institutions, community organizations, 
businesses and others 

 Serve as liaison to the cultural organizations, institutions, community partners and others on the 
outreach to the creative community 

 Coordination and schedule the distribution of Census marketing materials 

 Effective/efficient resolution of on-site problems is they arise 
 
Race to Preakness 

 Coordinate and support the Special Events Department with the production of all task and 
assignments required before, during and after the week of Race to Preakness 



 
Baltimore Farmers’ Market & Bazaar 

 Assist when needed with overall set-up and breakdown of the BFMB 

 Support and staff the BFMF Welcome Center as needed 

 Enforce market Guidelines on-site 

 Assist with opening ceremonies, 1st Sundays and other special events and promotions 
 

Qualifications 

 BA or 4 years of equivalent experience 

 Time management and organizational/project management skills 

 Ability to manage multiple activities independently 

 Ability to identify and engage multiple project components and assets 

 Enjoys working collaboratively 

 Ability to multi task in a fast paced and high stress environment 

 Ability to anticipate needs and troubleshoot problems 

 Ability to report to BOPA’s office for meetings as needed  
 
Compensation and Schedule 

 Hourly rate is commensurate with experience 

 Temporary Event Coordinator is expected to work through January 2020 

 Pay rate is subject to all normal payroll taxes and deductions 

 There are no benefits associated with this position 
 
Application Process 
Please submit a cover letter, resume, and hourly rate requirement (with your name and job title in 
subject line) as one pdf document to: humanresources@promotionandarts.org. No Phone Calls 
Accepted. 

 
The Baltimore Office of Promotion & The Arts, Inc. is an Equal Opportunity Employer.  We strive to mirror 
the rich diversity of Baltimore City in our staffing and programming while emphasizing cultural equity.  
Cultural equity embodies the values, policies, and practices that ensure that all people-including but not 
limited to those who have been historically underrepresented based on race/ethnicity, age, ability, sexual 
orientation, gender, socioeconomic status, geography, citizenship status, or religion-are represented in 
the development of arts policy; the support of artists; the nurturing of accessible, thriving venues for 
expression; and the fair distribution of programmatic, financial, and informational resources. 
 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
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