
POSITION DESCRIPTION
The Temporary Events Manager will work with the NoMa BID Staff in coordinating event logistics, executing 
events, and marketing NoMa BID events as well as other community events. The employee will be expected 
to stay on top of event deadlines, have frequent communication with event vendors and sponsors, create 
detailed event plans, manage and execute each event, and stay on top of weekly event marketing.  

The main events the Temporary Events Manager will be expected to plan or aid in planning are:

1. Nerds in Noma event series (3 events)
2. Annual Meeting
3. Tanner Park Opening
4. Bike to Work Day
5. Art Exhibit Opening Event

Other responsibilities the Temporary Events Manager will be assigned include:

1. Securing 2020 event sponsorships
2. Managing the NoMa Community Calendar
3. Measuring weekly social media data
4. Promoting other community events

ABOUT THE NOMA BID
NoMa is a vibrant, growing neighborhood in Washington, D.C., nestled among Union Station, the U.S. 
Capitol, Shaw, Union Market, and the H Street NE corridor. Already, NoMa has more than 18 million square 
feet of office; including a concentration of media, technology, design and think-tank organizations such as 
NPR, Save the Children, SiriusXM, and Mathematica; hotel, residential, and retail space. Each day, more 
than 100,000 people are out and about in NoMa’s commercial core.

NoMa is also the District’s most connected neighborhood, with a WalkScore of 94 and stellar cycling 
infrastructure, including a section of the 8-mile-long Metropolitan Branch Trail; 86% of NoMa residents walk, 
bike, or take transit to work. With unparalleled transportation access on Amtrak, VRE, MARC, two Red Line 
Metro stops, and vehicular access to Interstate 395 and Route 50, neighborhood residents, workers, and 
visitors can easily travel throughout the region as well as to New York or any other destination along the East 
Coast.

HOURS AND DURATION: 
Part-time, 20 hours each week from mid January to mid April (start and end times may vary). Work hours 
may extend until 9 p.m. on evenings or weekdays when there is a NoMa BID event.

QUALIFICATIONS: 
At least 3+ years in event planning experience. Familiarity with community events is a plus. Excellent written 
and verbal communication skills. Proficiency with social media marketing. Volunteer management and 
proficiency with Adobe InDesign, Illustrator and Photoshop are a plus.

HOW TO APPLY: 
To apply, please send a resume and cover letter to NoMa BID Administrative Director at  
careers@nomabid.org; work samples in PDF format are encouraged but not required. No phone calls, 
please.

Temporary Events Manager

Position Type: Part-Time, Temporary




