
Phoenix Union High School District No. 210   

4502 North Central Avenue   

Phoenix, Arizona 85012   

   

Equal Opportunity Employer   

   

  
POSITION TITLE:  Facilities Rental   DIVISION:    Information Technology   

  Specialist     & Operations   

WORK YEAR:   12 months   DEPARTMENT:   Operations   

LOCATION:   CES   SALARY SCHEDULE:  Support Services   

    

DEFINITION:   

The Facilities Rental Specialist performs all duties related to facility rentals.  This job requires excellent 

planning and organizational skills, as well as the ability to develop positive relationships with school staff, 

co-workers, parents, students and community groups. Performs other related duties as assigned.  

ESSENTIAL FUNCTIONS:   

1. Coordinates rental of all school facilities for community use, answering inquiries and furnishing 

information to customers and district staff.   

2. Writes and maintains all rental contracts identifying and verifying eligibility of user categories, charging 

the appropriate Board approved fees and obtaining insurance information and fee payment prior to each 

rental.     

3. Works with campus administration to schedule rentals in coordination with campus activity calendars and 

ensure all appropriate staff and equipment are available.   

4. Maintains and updates Board approved facility rental fees, policies and procedures.   

5. Creates and maintains rental forms and information on District’s website and distributes marketing 

materials for renting District facilities.   

6. Maintains and updates information lists such as resources of available equipment and rooms.   

7. Addresses campus concerns related to facility rentals. Follows through on customer satisfaction surveys to 

improve the rentals program.  

8. Assist in coordinating repairs/maintenance with the District support facility to ensure rental 

facilities/equipment are in good condition.   

9. Provides training to security, custodial and auditorium lighting and sound technicians for rental related 

items.  

10. Works with division leadership and school administration to invest appropriate funds in school and district 

sites.   

11. Communicates with renters to resolve any additional rental costs and insurance companies to resolve any 

property/liability claims.   

12. Prepares and submits all payroll requisitions for staff scheduled to work at each event.   

13. Initiates and processes refunds.   

14. Prepares correspondence, forms and reports as needed by the department.   

15. Supports assigned projects that improve the effectiveness and efficiency of the Operations Division and the 

Facilities Rentals program.  



POSITION TITLE:  Facilities Rental Specialist   

   

 

QUALIFICATIONS:   

1. High school diploma or GED.  Two years college courses.   

2. At least three years verifiable business experience, preferably working with the public and/or in office 

management.   

3. Prefer knowledge of auditorium and stage usage, including safety measures common to auditoriums such 

as proper use of lighting and sound equipment.   

4. Must have knowledge of all general office practices, procedures and business machines.   

5. Must be experienced in the use of computer software programs such as Microsoft office suite.   

6. Must possess good planning, coordination and organizational skills.   

7. Ability to work varied schedule, including some hours on evenings and weekends.   

8. Ability to develop and maintain positive relationships with school staff, coworkers and community groups.   

9. Ability to communicate effectively both verbally and in writing.   

  

   

   

   

   

   

SUPERVISION RECEIVED:    

Assistant Superintendent for Operations   

   

SUPERVISION GIVEN:    

None   
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