
Cody Stampede Rodeo Office – Now Hiring! 

The Cody Stampede Board is seeking a highly organized, dependable,                      
and motivated individual to serve as an Office Assistant for the Cody                
Stampede Board. This position plays a key role in supporting daily                           
office operations, coordinating with board members and community                     
partners, and helping promote and grow one of Cody’s most valued traditions. 

This is a dynamic position that includes both in-office responsibilities and occasional 
errands or off-site tasks as directed by the Board. 

Position Overview 

The Office Assistant supports the Cody Stampede Board and Rodeo operations by 
managing administrative tasks, assisting with communications and promotions, and 
helping coordinate logistics with contractors, sponsors, and volunteers. The ideal 
candidate is detail-oriented, comfortable working with the public, and skilled in both 
digital tools and communication. 

Key Responsibilities 

●​ Manage day-to-day office operations, including phones, email, and walk-in 
inquiries 

●​ Provide direct support to the Cody Stampede Board and assist with committee 
coordination 

●​ Maintain organized records, files, and basic financial tracking (QuickBooks 
experience a MUST) 

●​ Assist with ticketing, reservations, and customer service 
●​ Coordinate with rodeo contractors, vendors, sponsors, and community partners 
●​ Support marketing and promotional efforts, including social media content and 

engagement 
●​ Help plan and execute rodeo-related events and activities 
●​ Perform errands and off-site tasks as needed 
●​ Maintain a professional, welcoming office environment for visitors and 

stakeholders 

Qualifications 

●​ Strong organizational skills and attention to detail 
●​ Excellent communication and customer service abilities 



●​ Proficiency with computers, including Microsoft Office and social media platforms 
●​ Ability to manage multiple tasks and work independently 
●​ Professional demeanor and ability to interact with the public, sponsors, and 

board members 
●​ Flexibility to work evenings, weekends, and during peak rodeo periods 
●​ Experience with bookkeeping is preferred  

Position Details 

●​ Full-time or part-time opportunities may be available depending on applicant 
qualifications 

●​ Hourly wage or salary based on experience 
●​ Possible health insurance opportunity 

Join Our Team 

●​ Be part of a long-standing Cody tradition and contribute to the continued success 
and growth of the Cody Stampede Rodeo. This is a unique opportunity to work at 
the center of a major community tradition while building valuable administrative 
and event coordination experience. 

●​ To apply, please submit a resume, cover letter and application (below) to 
pniets@gmail.com  

 

 

 

 

 

 

 

 

 

 

 



Cody Stampede Board – Office Assistant Application 

Name: ​
Address: ​
City, State, ZIP: ​
Phone: ​
Email:  

Position Applying For:​
Full-Time OR Part-Time Office Assistant :  

 

Software & Technology Skills 

Please rate your experience (1 = minimal, 5 = advanced)  

Google Docs:  

Microsoft Word:  

Microsoft Excel: 

Quickbooks:  

Website experience:  

Social Media Platforms (Facebook, Instagram, etc.):  

General Office Software (calendars, email, files):  

Briefly describe any other relevant software or tools you use:  

 

Experience & Qualifications 

Please answer the following questions briefly and specifically. 

1.​ Describe your experience with office administration (phones, email, filing, 
records, scheduling, etc.). 

 



2.​ What experience do you have interacting with the public or providing 
customer service? Include examples (in-person, phone, or online).​
​
​
 

3.​ Describe any experience you have working with social media for a 
business, organization, or event (posting, responding to messages, 
creating content, etc.).​
​
​
 

4.​ Have you worked with budgets, financial records, or bookkeeping software 
(e.g., QuickBooks)? Please explain what you did and for how long.​
​
​
 

5.​ This position requires strong organizational skills and the ability to manage 
multiple responsibilities. Give a specific example of a time you 
successfully handled multiple tasks or projects at once. 

 

6.​ Are you available to work flexible hours, including evenings and weekends 
as needed?​
​
If no, please explain your typical availability:​
​
​
 

 

References 

Please provide two professional references (not family members). 

Reference 1​
Name: ​ ​ ​ ​ ​  ​ Relationship: ​
Organization/Title:​
Phone: ​ ​ ​ ​ ​ ​ Email:  



Reference 2​
Name: ​ ​ ​ ​ ​  ​ Relationship: ​
Organization/Title:​
Phone: ​ ​ ​ ​ ​ ​ Email: ​
 

 

Additional Information (Optional) 

Is there anything else you would like the Cody Stampede Board to know about your 
qualifications or interest in this position?  
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