
Brooks Development Authority (BDA) 

Job Posting 

 

 1 

 

Special Events Coordinator 

  

Brooks, located in San Antonio, Texas, is one of the most innovative, master-planned developments 

in the United States. Founded in 2001, Brooks City Base, now known as Brooks, was created by 

the United States Congress, the State of Texas and the City of San Antonio to redevelop a former 

United States Air Force Base. 

Brooks is a governmental entity created by the State of Texas and owns, operates and develops 

Brooks. There is in excess of $300 million in infrastructure and vertical construction projects 

nearing completion, with an additional $100 million plus of construction projects in various stages 

of closing.  

Brooks offers excellent premium health benefits for you and your family and great retirement 

matching.  

If you are looking for an opportunity where you can live, work learn and play, this is the job for 

you! Come and be a part of a very unique organization where you can play a huge role in the 

success story of Brooks! 

********************************************************************** 

SUMMARY OF PRINCIPAL & MAJOR RESPONSIBILITY: Responsible for creating, 

implementing and managing all events, occurring on Brooks Campus, and ensuring deadlines and 

budgets are adhered to. Directs coordination and promotion of activities to prepare for events and 

arranges for meetings and all events of various sizes that are hosted and/or sponsored by Brooks, 

and when necessary, works with outside organizations in developing plans for their sponsored 

events. 

 

PRINCIPAL DUTIES AND RESPONSIBILITIES (Essential Functions): 

 Works closely with the Director of Public Relations and the media campaign to enhance 

Brooks awareness and image, while promoting life style and emotional appeal through 

messaging. 

 Has lead responsibility for planning and executing all aspects of Brooks activities of all 

divisions/departments to include, event budget development and management, logistics, 

identifying qualified vendors and service providers and negotiating contracts. 

 Establishes relationships with stakeholder groups including, but not limited to, volunteers, 

business leaders, civic leaders, vendors, community organizations, elected officials, 

governing bodies and external organizations that are prospects for community 

activities/events on campus. 

 Coordinates details of events, such as business meetings, employee appreciation events, 

protocol receptions, and staff holiday parties/functions, etc. to meet a consistent high level 

of business quality. 

 Promote events by working with Brooks staff and/or additional entities to include, but not 

limited to, paid media, social media, community outreach, and/or public relations efforts. 

 Responsible for assembling teams and/or committees for internal and/or external 

significant activities which can attract a significant amount of visitors to the Brooks 

Campus, annual holiday functions and Brooks sponsored/partnered community events. 

 Regularly conducts, explores and identifies new activity/event opportunities at or around 

the Brooks campus. 
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 Evaluates any activity/event hosted at Brooks, to include suggestion(s) for event 

improvements. 

 Serves as liaison between contractors, organizers, and management with regards to all 

facets of activities and events. 

 Negotiates agreements with outside providers and subcontractors to ensure lowest cost and 

highest quality of service. 

 Supports Public Relations, Marketing and Tenant Relations on updates to all targeted 

demographics to include new businesses and residents. 

 Reports to the Director of Public Relations and regularly communicates and coordinates 

with Director of Public Relations, asset management, Director of Facilities and Landscape 

Maintenance and other departments and Brooks staff, as well as external parties and 

agencies. 

 Provides support to strategic communication plan that enhances interactive and social 

media communications to include, but not limited to website, E-newsletters, mobile 

marketing, social networks, online marketing, and/or multimedia presentations. 

 Supports the development and execution of regularly distributed Newsletter. 

 Performs customer service functions, ensuring that the highest quality service is provided. 

 Any other duties, as required. 

 

JOB SPECIFICATIONS: 

Required Knowledge, Skills, and Abilities (Requirements are representative of minimum levels 

of knowledge, skills, and/or abilities.) 

 Position occasionally requires travel and more than 40 hours per week to perform the 

essential duties of the position; may require irregular hours. 

 Ability to present information and respond to questions from internal and external 

customers. 

 Exceptional skills in social media outlets and websites 

 Ability to use all modes of communication, such as phone, fax, and the internet. 

 Ability to communicate orally or in written form effectively with management, internal 

and external customers. 

 Interpersonal skills necessary to communicate by e-mail, telephone and in person to 

provide information with exceptional customer service. 

 Interpersonal skills necessary to communicate effectively with a diverse group of business 

professionals and provide information with exceptional customer service. 

 Ability to represent the organization in a favorable and businesslike manner. 

 Ability to market events with external stakeholders. 

 Ability to anticipate and solve practical problems and resolve issues. 

 Ability to work and foster harmonious working relationships with co-workers. 

 Ability to establish and maintain relationships with managers, co-workers, and customers. 

 Excellent written and oral communication skills. Ability to proofread typed material for 

grammatical, typographical and spelling errors. 

 Strong working knowledge of Microsoft Office (Word, Excel, Access, Power Point, 

Outlook). 

 Strong understanding of social networks, its media and trends; to include, but not limited 

to, Facebook, Twitter, Instagram, Periscope, YouTube and LinkedIn 

 Ability to implement design ideas and suggestions. 

 Must be organized, a self-starter and have the ability to work with minimal direct 

supervision. 
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 Ability to organize and prioritize numerous tasks and complete them under time 

constraints. 

 

Education, Training and Experience  

 High School diploma or equivalent AND 

 One to three years’ experience in a directly related field. 

 Bachelor Degree or equivalent in Marketing, Public Relations or Communications or 

related field preferred. 

 

Computer Software (Essential/Required) 

 Microsoft Office Suite (Word, Excel, PowerPoint, Access, Outlook) 

 Adobe Photoshop 

 Adobe Illustrator 

 Adobe InDesign 

 Adobe Premiere 

 Lightroom 

 Final Cut Pro (and/or similar editing programs) 

Licenses and Certifications  

 Valid Class “C” Texas Driver’s license 

Computer Software 

 Microsoft Office Suite 

 

Please Submit Resume to: 

jobs@brookscity-base.com 

NO PHONE CALLS PLEASE 

mailto:jobs@brookscity-base.com

