Live Nation Career Website

Administrative Assistant to Zone Vice President Job Description
Summary
We are seeking an Administrative Assistant to support the Zone Vice President. The Administrative Assistant will also be responsible for assisting with projects for both the Sponsorship and Premium Seats departments.  
Responsibilities
Administrative Support to the Zone Vice President such as:

1. Scheduling / Contacts – Keep calendar: schedule meetings, conference calls, etc. 
2. Travel - Arrange business travel and accommodations 

3. Expenses – Prepare and submit expense reports

4. Other – Type/write correspondence, create/analyze spreadsheets, maintain office supplies/equipment
5. Maintain regional spreadsheets for Sponsorship and Premium Seats- inventory, category
6. Assist with the processing and organization of Sponsorship and Premium Seats contracts 
7. Provide assistance to Zone Directors of Sales and Coordinators as needed
8. Perform other duties as assigned by management

Qualifications
· Bachelor degree preferred 
· Strong communication skills 

· High energy 

· Ability to multi task 

· Highly organized 

· Commitment to excellence 

· Minimum 1-2 years of relative business experience 

· Computer proficiency:  Word, Excel, PowerPoint
Additional Information
Reports to:  Zone Vice President
Location:  Chicago, IL
Position Type:  Full-Time, Non-Exempt
NO RELOCATION OFFERED
We offer competitive compensation including Vacation and Holiday Pay, Medical/Vision/Dental and Life.
Salary requirements must be included for consideration.

Applicants for employment in the U.S. must possess work authorization which does not require sponsorship by the employer for a visa.
EQUAL EMPLOYMENT OPPORTUNITY
Live Nation strongly supports equal employment opportunity for all applicants regardless of race, sex, religion, creed, national origin, age, disability, sexual orientation or any other legally protected classification.
HIRING PRACTICES
The preceding job description has been designed to indicate the general nature and level of work performed by employees within this classification. It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities, and qualifications required of employees assigned to this job.
Live Nation recruitment policies are designed to place the most highly qualified persons available in a timely and efficient manner. Live Nation may pursue all avenues available, including promotion from within, employee referrals, outside advertising, employment agencies, Internet recruiting, job fairs, college recruiting and search firms.
