
 
 
JOB TITLE: Executive Assistant - Entertainment Assistant  
DEPARTMENT: Administration 
REPORTS TO: Entertainment Director 
EMPLOYMENT CLASSIFICATION: Full Time  
 
JOB SUMMARY 
The Executive Assistant/Entertainment Assistant works closely with the Director of Entertainment and the 
Event Center Operations Director in the coordination and execution of live entertainment events/special 
events at the DMG. Close coordination is also maintained between staff, contract representatives, and the 
ticketing entity. This position is responsible for the DMG uniform inventory and acts as a purchase agent. 
 
ESSENTIAL DUTIES & RESPONSIBILITIES FOR EVENTS 

• Coordinates all event information between the Director of Entertainment, Event Center Operations Director, 
DMG personnel, and Ticketmaster. 

• Organize all aspects of event center operations related to events. 
• Prepares and presents the final box office statement for settlement of each event. 
• Responds to customer complaints and service requests to maintain a positive rapport with the ticket buying 

public. 
• Establishes files on each event that consists of seats on-hold for the building and promoter, complimentary 

ticket vouchers, event audits and ticket inventory schedules. 
• Fulfills artist rider contracts. 
• Presents to accounting, all financial information per contract, i.e., deposits, and final check requirements. 
• Maintains timely distribution of BID 7 tickets. 
• Coordinates activities with the various service contractors and vendors for artists and/or events. 
• Coordinates and schedules security for ticketed events as well as stagehands and volunteers 
• Provide clear, concise and timely communication of detailed requirements to departments.  Assist in 

scheduling operations set-ups to provide equipment or service needs.  Monitor and supervise facility set-up 
when necessary.   

 
ESSENTIAL DUTIES & RESPONSIBILITIES FOR ADMIN 

• Assists and manages “special events” on property as assigned by the General Manager. 
• Will act as purchase agent for departments within DMG as requested. 
• Works with managers/department heads to fulfill uniform orders 
• Maintains internal Google calendars and documents 
• Coordinates internal communications (weekly schedules, meetings, etc.) 
• Monitor company requests via email for donations and other miscellaneous requests 
• Assist all other cast and crew to provide our guests with a delightful service experience. 
• Notify a manager of any concerns that will hinder or prevent a guest from having a delightful service 

experience. 
• Act and manage in accordance with the Company’s policies, procedures, and values. 
• Other duties as assigned. 



 
EXPERIENCE, SKILLS AND ABILITIES:  

• Minimum Requirement 2 years working in a professional office setting 
• Must have good communication skills. 
• Must have experience working in a professional office setting 
• Ability to work well individually, as a team, and with the public. 
• Must maintain a positive attitude and image.  
• Ability to perform light to moderate physical skills. 
• Ability to understand and carry out detailed written or verbal instructions independently. 

 
The resort is open 365 days per year, 24 hours a day. To serve this customer need, employees are regularly 
scheduled to work evenings, weekends, and holidays. 
 
Any positions operating equipment or vehicles owned by Deadwood Mountain Grand requires a valid 
driver’s license or certificate along with approval through our insurance carrier. Licenses must be submitted 
to the accounting office. 


