
 

 

 

 

 

CALDWELL COUNTY 

Job Description 

 

*Applications will be accepted until the position is filled. 

*Please return job application to Caldwell County Human Resources, 1st floor Caldwell County 

Courthouse, or you can email a PDF version to kristianna.aranda@co.caldwell.tx.us. Address: 110 S. 

Main Street, Lockhart, TX, 78644 & Phone: 512-359-4662 

 

SUMMARY 

The County Property Manager & Event Coordinator is responsible for overseeing the management, 

maintenance, scheduling, and operational readiness for the Caldwell County Evacuation Center 

facility and property. This position coordinates facility uses for public meetings, private rentals, 

county events, and community activities while ensuring compliance with county policies, safety 

regulations, and budget guidelines. 

This role serves as the primary point of contact for property operations and event logistics, ensuring 

facilities are safe, functional, and professionally presented. 

 

SUPERVISION RECEIVED 

Works under the general supervision of the County Judge. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

Property & Facility Management 

• Oversee day-to-day operations of county-owned building, grounds, and related infrastructure. 

• Serve as liaison between the county and contractors, vendors, and service providers. 

• Maintain inventory of equipment, furnishings, and facility assets. 

• Assist with capital improvement planning and long-term facility planning. 

• Prepare cost estimates and manage facility-related budgets. 

• Work with Building Maintenance department to ensure compliance with ADA, fire codes, 

and applicable state and local regulations. 

Event Coordination & Facility Scheduling 

• Manage facility reservation system and scheduling calendar. 

• Coordinate logistics for county meetings, public hearings, elections, and community events. 

• Serve as primary contact for renters, community organizations, and internal departments. 

• Develop rental agreements, collect fees, and ensure proper documentation. 

• Oversee event setup, breakdown, and on-site support when required. 

• Ensuring events comply with county policies, insurance requirements, and safety standards. 

• Resolve scheduling conflicts and respond to public inquiries. 

Administrative & Financial Duties 

• Track rental revenue and facility-related expenses. 

• Maintain contracts, vendor agreements, and facility records. 

• Prepare reports for County Auditor and Commissioners. 

• Assist in development of policies related to facility usage and rentals. 
 

 

 

 

Job Title:   County Property Manager/Event Coordinator    Salary:                $70,000 - $75,000 

Department:    County Judge    FLSA Status:      Exempt 

Location:          Caldwell County    Prepared by:       Human Resources Dept. 



 

EDUCATION and/or EXPERIENCE 

High School Diploma is required.  Associate’s or Bachelor’s degree preferred.   At least three to five 

years of experience in property management, facility operations, event coordination, or related field.  

 

OTHER SKILLS AND ABILITIES 

Microsoft Office suite (i.e. email, word, excel) Adobe Reader/Pro, and database programs; prepare clear 

and concise records, reports, correspondence and other written materials; exercise independent judgment 

within general policy guidelines; Excellent communication and customer service skills; Strong 

organizational and scheduling skills; Ability to manage multiple projects and events simultaneously. 

 

LANGUAGE  SKILLS 

Read and comprehend simple instructions, short correspondence, and memos; able to write detailed 

correspondence; effectively present information in one-on-one and small group situations to elected 

officials, department heads, vendors, and senior managers and supervisors within the County. 

 

MATHEMATICAL  SKILLS 

Add, subtract, multiply, and divide in all units of measure, using whole numbers, common 

fractions, and decimals. 

 

REASONING ABILITY 

Apply common sense understanding to carry out detailed but uninvolved written or oral 

instructions; able to deal with problems involving a few concrete variables in complex situations. 

 

PHYSICAL DEMANDS 

Physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential duties of this job.  Reasonable accommodation may be made to 

enable individuals with disabilities to perform the essential functions of this job. 

While performing the duties of this job, the employee is regularly required to stand, walk; use 

hands to finger, handle, or feel; reach with hands and arms.  The employee must regularly lift 

and/or move up to 20 pounds.  Specific vision abilities required by this job include close vision, 

distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus. 

 

WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an employee 

encounters while performing the essential functions of this job. Reasonable accommodation may 

be made to enable individuals with disabilities to perform the essential functions. 

The noise level in the work environment is usually moderate. 

 

SELECTION GUIDELINES 

 

Formal application, rating of education and experience; oral interview and reference check; job 

related tests might be required. 

 

This job description does not constitute an employment agreement between the employer and 

employee and is subject to change by the employer as the needs of the employer and requirements 

of the job change. The employee further understands, and accepts, that this position falls under the 

provision of an "At Will" employment, and under no circumstances is this a contract for 

employment. 
 
 
 

Signature of applicant: Date: _ 

 


