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Michigan Association of Counties ― Events Coordinator
MAC’s Association Management Solutions is seeking an Events Coordinator. This position is responsible for managing events and services for multiple associations throughout Michigan. This position reports directly to the Director of Member Events. While the role is primarily based in our office in Lansing, there are limited options for remote work.
Responsibilities:
· Assist in the planning and execution of association meetings, conferences, workshops and special events
· Coordinate event logistics, including catering, audiovisual setup, transportation and accommodations
· Serve as a primary point of contact for vendors and participants, ensuring clear communication and timely resolution of inquiries
· Maintain event records, planning documents and budgets; track expenses and provide regular updates to the Director of Member Events
· Manage registration processes, on-site registration activities and coordination of travel and lodging arrangements for staff, speakers and guests
· Prepare event materials, including name badges, signage, agendas and presentation materials
· Procure event supplies and coordinate food orders for board meetings and other events as needed
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Qualifications:
· Bachelor’s degree in hospitality management or a related field, and/or meeting/event planning experience in an association setting preferred
· Proven ability to multitask and manage multiple projects simultaneously
· Strong organizational and communication skills
· Ability to travel frequently within Michigan and stay overnight as needed
· Experience with budgeting and expense tracking
· Proficiency in event management software and Microsoft Office Suite
· Experience with graphic design software preferred
Salary: DOQE; benefits package includes health, dental and vision coverage, 401k plan with extensive company match and employer-paid parking in downtown Lansing
How to apply:
Submit a resume, cover letter and desired salary range to Tammi Connell, Director of Member Events, connell@macservcorp.com. 
The Michigan Association of Counties is an Equal Opportunity Employer.
Deadline: June 19, 2026
Posted: June 3, 2026


