
Mercy High School
Burlingame, CA
Job Description

Job Title: Kohl Mansion Coordinator
Department: Kohl Mansion
Reports To: Head of School
FLSA Status: Non Exempt
Prepared By: Natalie Cirigliano Brosnan
Preparation Date: September 26, 2022

Interested Applicants should submit their cover letters and resumes to Lynn Beal, lbeal@mercyhsb.com.
In the subject line please write “Kohl Mansion Coordinator”

Summary:
Within the context of the tradition and charism of the Sisters of Mercy, supportive of the Mission and Values
of Mercy High School and Catholic Church teachings and doctrine, the Kohl Mansion Coordinator reports to
the Head of School and provides support through management of the Kohl Mansion rentals.

The historic Kohl Mansion was built in 1914 and serves as the home of Mercy High School. The Kohl Mansion
is rented out for weddings and corporate events and is looking for its next coordinator to help manage its
many needs as well as the desires of clients.

Qualifications:
The Kohl Mansion Coordinator should be an innovative and faith-filled team member who values
collaboration and creativity; who has a deep passion for supporting events and honoring history; and who
models ethical and moral leadership. To perform the job successfully, the individual should be a strong verbal
communicator who leads with a gentle firmness, displaying compassion and empathy while treating all
stakeholders with dignity.  The individual should be a strong colleague who communicates with warmth and
transparency and who honors confidentiality.

The Kohl Mansion Coordinator must possess the ability to perform as part of a team and have excellent
interpersonal skills; have excellent written and verbal communication skills and the ability to work with a wide
range of audiences; needs strong organizational skills and be detail-oriented, with the ability to multitask and
meet multiple deadlines; meet challenges with a sense of humor and a “can do it” attitude.

To perform this part-time job (up to 30 hours/ week) successfully, an individual must be able to perform each
essential duty satisfactorily. In addition, the person should have the following experience and/or education to
perform the job successfully:

Education and/or Experience
Successful candidate is required to possess:

- College degree preferred
- One to three years experience as an administrative assistant or office manager
- Previous experience in event planning preferred

-
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Essential Duties and Responsibilities include the following:

● Maintains strong relationship with Kohl Mansion vendors and caterers on our preferred list
● Checks emails daily and responds to all inquiries in a timely manner
● Manages all Kohl mansion contracts and the school and Kohl Mansion calendar
● Manages and provides all tours of Kohl Mansion
● Maintains positivity in all interactions with clients
● Manages house managers inclusive of their schedules
● Maintain constant communication with planners to ensure we receive full timeline, floor plan, and

vendor contact information.
● Creates clear floor plans to ensure facilities has a clear view of what client wants
● Treats all guests with respect at all times
● Supports all rental needs including occasional evening and weekend work
● Other duties as arise

Competencies

Interpersonal Skills/ Customer Service - Ability to work with a wide range of audiences; Manage difficult or
emotional customer situations; Respond promptly and professionally to customer needs; Maintain
confidentiality; Solicit customer and supervisor feedback to improve service.

Oral Communication - Speak clearly and persuasively in situations; Listen to instruction and
ask for help if needed; Demonstrate group presentation skills.

Written Communication - Professional written and verbal communication skills; Write clearly
and informatively; Edit work for spelling and grammar; Present numerical data effectively;
Read and interpret written information.

Organization: Possess strong organizational skills and be detail-oriented;
ability to multitask and meet multiple deadlines. Prioritize and plan work activities; use time
efficiently; plan for additional resources; set goals and objectives; organize or schedule other
people and their tasks; develop realistic action plans.

Teamwork - Balance team and individual responsibilities; Exhibit objectivity and openness to
others' views; Provide and welcome feedback; Contribute to building a positive team spirit;
Put success of team above own interests; Build morale and group commitments to goals and
objectives; Support everyone's efforts to succeed.

Ethics - Treat people with respect; inspire the trust of others; work with integrity and
ethically; uphold organizational values.

Organizational Support - Follow policies and procedures; complete administrative tasks
correctly and on time; support organization's goals and values.



Professionalism - Approach others in a tactful manner; react well under pressure; treat others
with respect and consideration regardless of their status or position; accept responsibility for
own actions; follow through on commitments.

Quality - Demonstrate accuracy and thoroughness; look for ways to improve and promote
quality; apply feedback to improve performance; monitor own work to ensure quality.

Adaptability - Adapt to changes in the work environment; manage competing demands;
change approach or method to best fit the situation; be able to deal with frequent change,
delays, or unexpected events.

Attendance/Punctuality - Ensure work responsibilities are covered when absent; arrive on
time each day for work.

Dependability - Respond to management direction; commit to long hours of work when
necessary to reach goals; complete tasks on time or notify appropriate person with an
alternate plan.

Initiative - Volunteer readily; undertake self-development activities; seek increased
responsibilities; take independent actions and calculated risks; look for and takes advantage
of opportunities; ask for and offer help when needed.

Computer Skills
To perform this job successfully, an individual must be able to type with reasonable accuracy.  The candidate
must have proficiency in Google Suites, plus knowledge of web based database portals.

Physical Demands
The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to talk or hear. The employee is
frequently required to walk; sit; use hands to finger, handle, or feel and reach with hands and arms. The
employee is occasionally required to stand and stoop or kneel. The employee may be asked occasionally to
travel from the main school building to Russell Hall which is downhill going; up hill returning. Specific vision
abilities required by this job include close vision.

The employee will be asked to carry out functions relating to set up for events such as laying out table cloths,
carrying water, moving boxes (no more than 25 pounds), etc.

Work Environment
The work environment characteristics described here are representative of those an employee encounters
while performing the essential functions of this job. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions.



While performing the duties of this job, the employee is occasionally exposed to outside weather conditions
while walking from the main building to Russell Hall located down the hill.

This is a 12-month exempt position.  Some evenings and weekends will be required due to Kohl Mansion
needs.
.

Interested Applicants should submit their cover letters and resumes to Lynn Beal, lbeal@mercyhsb.com.
In the subject line please write “Kohl Mansion Coordinator”

Salary Hourly dependent on experience (range $28-35)

STATEMENT OF NON-DISCRIMINATION

All school staff of Catholic schools of the Archdiocese of San Francisco shall be employed without regard

to race, color, sex, ethnic or national origin and will consider for employment, qualified applicants with

criminal histories. (Administrative Handbook #4111.4)

mailto:lbeal@mercyhsb.com

