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Position Title: Event Production Manager 
Department:  Event Rentals 
Full or Part Time: Full Time 
Regular or Temporary: Regular 
Exempt or Non-exempt:  Exempt 
Salary:  $70K 
 
Gardens of Golden Gate Park is an equal opportunity employer and encourages candidates with diverse 
backgrounds and experiences to apply.  
 
ABOUT THE GARDENS OF GOLDEN GATE PARK  
 
The mission of the Gardens of Golden Gate Park is to connect people to plants, the planet, and each 
other. 
 
Gardens of Golden Gate Park is a public/private partnership between the San Francisco Recreation & 
Park Department and the San Francisco Botanical Garden Society (a nonprofit 501c3 organization doing 
business as the “Gardens of Golden Gate Park” or “GGGP”) to jointly operate the Conservatory of 
Flowers, Japanese Tea Garden, and San Francisco Botanical Garden. A Lease & Management Agreement, 
approved by both the Recreation & Park Commission and the Board of Supervisors, sets the terms of the 
partnership. The agreement is a cooperative management agreement that outlines the roles and 
responsibilities for each partner. 
 
Key areas of responsibility for the nonprofit organization include volunteer engagement, education, 
visitor experience, philanthropy, membership, marketing, and other functions. RPD has primary 
responsibility for horticulture and facility management and maintenance, master planning and capital 
improvements conducted in collaboration with the nonprofit organization, as well as other functions. 
Together, RPD and the nonprofit organization collaborate on collections management within the 
Gardens. 
 
The Conservatory of Flowers is a national, state, and local landmark and a place of exceptional beauty. 
Built in 1879, the Conservatory was the first formal structure erected in Golden Gate Park and remains 
an internationally renowned icon, displaying and cultivating unusual plants to heighten awareness of the 
pressing need to preserve threatened rainforest environments. 
 
The Japanese Tea Garden is the oldest operating public Japanese garden in North America. This garden 
provides visitors from around the world with an opportunity to experience the natural beauty, 
tranquility, and harmony of a Japanese-style garden and was originally created as an exhibit for the 1894 
California Midwinter International Exposition. 
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San Francisco Botanical Garden at Strybing Arboretum opened in 1940 and is a 55-acre living museum 
within Golden Gate Park, showcasing 8,000 different kinds of plants from around the world. San 
Francisco’s oceanic climate with cool dry summers, mild wet winters, and presence of fog allows the 
Garden to grow a diverse array of species from around the world. 
 
POSITION SUMMARY 

The Event Production Manager reports directly to the Associate Director of Events and is responsible 
for the planning and execution of all events at the Conservatory of Flowers, and to assist in overseeing 
the events at the Botanical Garden and Japanese Tea Garden. The Event Production Manager will work 
closely with GGGP staff, clients, and associated vendors to ensure smooth execution and highest level 
of customer service for each event, while protecting and preserving all living and facility assets, in 
keeping with a public garden and historic landmark. 
 
ESSENTIAL FUNCTIONS 
 

Event Coordination and Execution (60% of time) 
 

• Manage a portfolio of private events from contract through execution, ensuring solid 
communication and service across teams, vendors, and clients   

• In coordination with the Assoc. Director of Events, assist in the management the planning, 

preparation and execution of public facing events ensuring solid communication and service 

across teams, vendors, and guests 

• Collaborate with the Engagement and Horticulture department to plan mission-based 

engagement during public events 

• Collaborate with the horticulture and facilities staff to ensure all event facilities needs are 

addressed in planning stages and to ensure the protection of living collection, facilities, and 

historic landmark throughout event execution.  

• Create and update event material including but not limited to staff and vendor timelines, 
floorplans, parking signs and permits  

• Directly support clients by responding to queries, attending final walkthrough, and facilitating 
follow up communication.  

•  Supervise and manage vendors, including planning, communication, and facilitating ‘day of’ set 
up. Ensure vendors operate within the Conservatory’s stated policies and protocols    

• Supervise day of event and ensure a clean and secure site at completion  

• Manage, train and delegate tasks to the team of part time Event Staff, ensure adherence to 
safety requirements and all written policies and procedures 

• Secure all necessary permits, licenses, and insurance 

• Communicate and coordinate with other COF departments to ensure smooth event processes 

and respectful collegiality 

Facility and Equipment Management: (20% of time) 

• In collaboration with the horticulture/facilities staff, troubleshoot and resolve facility issues in 
preparation for and during events  
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• Manage event inventory, research and source necessary event equipment and associated 
storage  

• Create capacity charts, site maps, and associated collateral to support event planning  

• Reset event spaces post event, which may include organizing and cleaning  

• Ensure the facility is reset, sitewide, after events which may include organizing and cleaning 

• Report all facility issues to the Associate Director of Events and the Chief Nursery Specialist 
 
Administrative: (20% of time) 

• Develop written policies and procedures to ensure consistent standards for event execution 

• Participate in hiring of part time events team 

• Schedule and manage time recording for part-time events staff using Hubworks and Paylocity 
systems 

• Order staff meals and process rideshare payments for events as needed   

• Schedule client site visits and walkthroughs as needed  

• Maintain accurate records and data on events and event clients using Tripleseat and 
applications in shared network 

• Ensure accurate and timely communication of upcoming events and event related impacts 
across the organization, through shared calendars and email 

•  

QUALIFICATIONS:  

• 2-3 years of experience in event production and/or venue management 

• 2-3 years of management experience 

• Bachelor’s degree preferred  

• Experience with event planning in a public/cultural institution strongly preferred 

• Hyper-organized with demonstrated track record of excellent time management and project 
management 

• Demonstrably creative, adaptive, innovative, and collaborative in keeping with a public 
organization  

• Team player with strong customer service and interpersonal skills including experience building 
and maintaining relationships with colleagues and external clients and interacting with the 
public.  

• Must be able to lift 50 lbs. and stand for extended periods 

• Weekends and late nights required 

• Excellent written and verbal communication  

• Proficient in MS Office Suite  

• Enthusiastic, positive, and passionate about event planning; thirst for learning and sense of 
humor essential! 

The Gardens of Golden Gate Park is committed to a diverse, welcoming, and convivial environment.  
People of color, women and members of the LGBTQ community are encouraged to apply.   

For additional information and to apply: Email your cover letter and resume as one pdf attachment to 
jobs@sfbg.org with “Event Production Manager” in the subject line. 


