
 
 
Position Title: Wedding Planner    
Type of Position: Full-Time   
Reports To: Owner 
Salary: $40 – 50K + bonuses (salary offer will be made based on experience and skill set)  
 
Position Overview 
Weddings are the heart and soul of CJ’s Off the Square. The position of Wedding Planner is a core 
part of our team, working independently and alongside the owner to plan, design and execute 
weddings and events at the venue. They will also contribute to the development of products and 
services we offer as well as participate in marketing through social media channels and networking 
events.  
 
Duties include but are not limited to: 

 Providing our clients with a wonderful experience at every point of interaction with our 
company 

 Answering incoming calls and emails requesting information about our venue and services 
 Managing the event planning process with clients through ongoing communication via phone, 

email and personal interaction 
 Working with our network of service providers to ensure accurate orders, delivery, pick-up 

etc. 
 Working with our production manager to ensure accuracy of all orders and installations 
 Working directly with our clients, their families and guests to ensure a smooth and enjoyable 

event 
 Being a brand ambassador for CJ’s Off the Square through professional organizations and 

other networking opportunities  
 Creating and promoting content for our blog and social media channels 
 Other jobs and duties as required 

 
Ideal candidates for this role are: 

 Friendly, professional and positive 
 Trustworthy and honest: You say what you mean and mean what you say 
 You’re hardworking, creative, and committed to using your talents to positively impact those 

around you (your clients AND your team) 
 Clean-cut in appearance (neat, well-groomed, minimal visible tattoos) 
 You’re a self-starter who knows how to manage your time and loves to beat a deadline 
 Consider yourself to be solutions oriented 
 Passionate about always doing your best. Mediocre is not an option! 
 The phrase “that’s not my job” is not in your vocabulary  
 Detailed oriented. No stray typos or wonky napkin folds get by you. 
 Care deeply about your work, your team, your clients and the success of the company 



 
 Are open and receptive to feedback and always looking to improve your skills  
 Always looking for ways to add value, improve your own skills, find new ways to get your 

job done in less time 
 You show grace under pressure 
 Understand the value of excellent customer service and are willing to go the extra mile to 

satisfy a client 
 You’re in good physical condition and are just as comfortable sitting at a desk as you are 

setting tables, hanging string lights, or bustling a wedding dress (we wear a lot of different 
hats here at CJ’s Off the Square!) 

 
Job Requirements: 

 Must currently live in the greater Nashville area and have the ability to start this role within 
the next 30 days 

 Must be available to work Friday, Saturday and Sunday 
 Bachelors degree or equivalent workplace experience in the hospitality industry  
 Minimum of two years of experience planning weddings at a moderate to high volume (no 

less than 10 weddings per year) 
 Must be able to show your past work (portfolio, online galleries, personal blog or other form 

of presentation) 
 Proven history of excellent customer service (through reviews, letters of recommendation, 

personal recommendation or other) 
 Physical Demands: This job requires some physical demands. Examples: standing, walking, 

lifting/moving objects up to 40 pounds, vision and hearing required. Occasionally, climbing a 
10’ ladder may be required. 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. 

 
Huge Bonus Points if: 

 You’re well versed in creating content for Facebook, Instagram, Google, Pinterest and 
YouTube 

 You love coming up with new ideas for social media content 
 You have a good understanding of the tools and resources required to make exceptional social 

content and can easily edit images and video from your phone or laptop 
 You have a point of view on what makes good content for each social media platform 
 Have experience with email marketing 

 
This job is NOT for you if: 

 Require medical/retirement benefits to be provided for you by your employer. We do not offer 
medical or retirement benefits at this time. 

 Don’t like social media 



 
 Don’t like working nights and weekends 
 You have a lot of personal drama 
 Don’t own up to your mistakes 
 Can’t ask for help 
 Don’t have reliable transportation 
 Feel like deadlines impose on your creativity 
 Don’t enjoy serving others 

 
If you are reading this and thinking, “OMG, this is my dream job!!!” please 
submit an application below. A representative will be in touch if we would 
like to set up a time to speak further.   


