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Bucks County Historical Society 

Immediate Full-Time Opening: Rental Events Manager 
 

Organizational Background 

Located in Doylestown, in the heart of Bucks County, PA, the Mercer Museum & Fonthill Castle, 

operated by the Bucks County Historical Society (BCHS), are two historic concrete castles that 

celebrate the life and legacy of Henry Chapman Mercer (1856-1930), American archaeologist, 

anthropologist, ceramicist and scholar.      

The Mercer Museum, one of Bucks County’s premier cultural attractions and a Smithsonian 

affiliate, features both local and national seasonal exhibits as well as a collection of over 50,000 

pre-Industrial tools. This permanent collection offers visitors a unique window into pre-Industrial 

America and is one of the world’s most comprehensive portraits of American material culture.  

Fonthill Castle was home to Henry Chapman Mercer and served as a showplace for his collection 

of tiles and prints. Fonthill Castle features Mercer’s renowned, handcrafted ceramic tiles 

designed at the height of the Arts and Crafts movement. 

It is the mission of the Bucks County Historical Society to educate and engage its many audiences 
in appreciating the past and to help people find stories and meanings relevant to their lives—
both today and in the future. 
 
Description 
 
BCHS seeks a full-time Rental Events Manager to manage our growing rental events program at 
two historic sites, the Mercer Museum and Fonthill Castle, in Doylestown, PA.  
 
BCHS hosts a number of year-round outdoor and indoor rental events such as weddings, private 
parties, corporate holiday events, and meetings, in partnership with our exclusive catering/event 
company. 
 
Reporting to the VP of Community Services & Marketing, the Rental Events Manager will be the 
staff member responsible for managing our year-long rental event program for the Mercer 
Museum & Fonthill Castle and will oversee the execution of all rental events that are booked 
through our exclusive catering/event partner.  
 
Overall responsibilities include coordinating with our external catering partner for all pre-event 
details, contracts, administration, and database entry, managing vendors and staff at the events 
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to ensure a positive experience for all clients, guests, and staff while caring for the safety and 
security of our buildings, and finalizing necessary administrative tasks post-event, as required. 
 
Key Duties: 
 

 Responsible to be on-site at all weekend rental events throughout the calendar year 

 Learn proper training for rental events (including operations, facility opening/closing 
procedures, safety, etc.) and manage/train staff accordingly 

 Work with colleagues to schedule and organize required rental staff 

 Ensure proper coverage for the safety of guests, museum collections, and overall site 
during each event 

 Maintain positive and helpful interactions with guests, answer questions about the 
museum and provide assistance as needed, ensuring a welcoming atmosphere at all times 

 Coordinate with the external catering partner to ensure that all logistics are in place prior 
to the event and ensure that the event runs smoothly from set-up through closing 

 Work with rental staff to ensure all contractual agreements are met by both parties and 
that BCHS policies and procedures are followed 

 Work closely with other museum departments to ensure smooth operation of events by 
keeping staff aware of any issues that need to be addressed including procedures, 
training, facilities upkeep, etc.  

 Weekday responsibilities include responding to rental inquiries in a timely, effective and 
proactive manner and liaising with external catering partner as needed 

 Enter contract information into Altru database 

 Assist the business office to make sure all event rental payments are received in timely 
fashion  

 Communicate with other museum departments regarding the scheduling of events and 
maintain shared calendar 

 Provide assistance with sales and marketing initiatives as required 

 Assisting rental staff during set‐up/clean‐up as needed 

 Other duties as assigned 
 
Qualifications 
 
The ideal candidate will be highly responsible, detail‐oriented, proactive and have the ability to 
represent the Bucks County Historical Society in a professional and friendly manner at all times. 
 

 Possess excellent communication, customer service and management skills  

 Able to handle stress and remain calm, professional and diplomatic under pressure  

 Quick-thinking and adept at reacting to unforeseen circumstances  

 Eager to earn and understand the unique requirements and logistics for each event 

 Skilled at upholding the museum’s policies and procedures at all times, and capable of 
directing staff/clients/vendors to do the same  

 Focused and well-organized with ability to multi-task 
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 Competent to handle confidential client or organizational information with discretion 

 Must be available on Fridays, Saturdays and Sundays throughout the year (this is when 
most event rentals occur), in addition to certain weekday office hours, as required 

 Adept at learning Altru database for all data entry related to events 

 2 years of professional event and/or wedding planning and coordination experience 
including rental/event and vendor contract administration 

 1 + years experience supervising and managing staff 

 Possession of a valid driver’s license and a reliable vehicle 

 Ability to stand/walk for long periods of time, and lift up to 40 lbs if needed 
 

 
Preferred Education or Experience 
 

 Bachelor’s Degree required 

 3+ years Events/Catering Management experience or equivalent preferred 

 Interest in nonprofit organizations, museums and/or history a plus 
 

 
All interested candidates should send a cover letter, résumé, and three references as a single 
PDF to careers@mercermuseum.org, with the Subject Line “Rental Events Manager”.  
ATTN: Marjan Shirzad, VP of Community Services & Marketing.  
Salary range is $40,000-42,000 and commensurate with experience. 
Application deadline: July 26, 2021 

  
The Bucks County Historical Society provides equal employment opportunities to all employees 
and applicants for employment and prohibits discrimination and harassment of any type without 
regard to race, color, religion, age, sex, national origin, disability status, genetics, protected 
veteran status, sexual orientation, gender identity or expression, or any other characteristic 
protected by federal, state or local laws. 
 
 
 
 

mailto:careers@mercermuseum.org

