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Job Summary:

The Client Services Coordinator is responsible for creating a welcoming, organized, and seamless experience for clients, guests, and
employees throughout their time at TRG. This position serves as a primary point of contact for guests in the studio and supports the day-
to-day hospitality and administrative needs of a fast-paced production environment.

This role combines client service, hospitality, food-and-beverage coordination, administrative support, and general studio operations. The
ideal candidate is highly organized, proactive, personable, and comfortable anticipating needs before they arise. From welcoming clients
and coordinating meals to managing supplies, handling errands, and troubleshooting last-minute requests, Client Services plays an
important role in ensuring every guest has an exceptional experience at TRG.

About TRG:

TRG is an internationally renowned photography, video, and CGI production facility that is unique in the industry for offering a variety of
content production services all under one roof. With a team of 90, a 160,000 sq ft studio, state-of-the-art technology, and a client list that
includes many Fortune 500 companies around the globe, TRG has quickly grown into one of the premier multimedia studios.

Who We’re Looking For:

A warm, professional, and personable individual who genuinely enjoys helping people and creating a great guest experience.
A highly organized person who can manage multiple priorities and requests without losing attention to detail.

A proactive problem-solver who anticipates needs and takes initiative rather than waiting to be asked.

Someone who remains calm, professional, and resourceful when plans change or unexpected situations arise.

A strong communicator who is comfortable interacting with clients, talent, photographers, producers, vendors, delivery drivers,
and employees.

Someone who takes pride in creating an environment where clients and guests feel taken care of.

A team player who is willing to jump in wherever needed to keep the studio running smoothly.

Someone comfortable working in a fast-paced production environment

Someone who can work independently, prioritize effectively, and follow through on responsibilities with minimal supervision.

Develop efficient ordering and inventory practices that minimize overstocking, emergency purchases, delivery fees, and wasted
supplies.

Ability to handle confidential or sensitive information professionally and discreetly.

Comfortable using computers and common business software for email, scheduling, ordering, expense reporting, and
administrative tasks.

Ability and willingness to perform errands and other tasks outside of the studio as needed.
Ability to work collaboratively across departments while independently managing assigned responsibilities.

e  Ability to contribute in other areas of the organization, such as graphic design, production support, accounting, administrative
tasks, etc. as time allows.

Supervisory Responsibilities:

° None.

Duties/Responsibilities:

Client & Guest Experience

e  Welcome clients, talent, vendors, and other guests, guide them through the studio as needed and act as liaison.
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Monitor studio entrances and respond to the needs of visitors, vendors, and delivery drivers.
Assist guests with conference rooms, printer access, beverages, snacks, alternative meal options, and other studio needs.
e  Coordinate special hospitality requests, such as treats for birthdays, client milestones, or other occasions.

Craft Services & Hospitality

e  Coordinate the setup, maintenance, and cleanup of daily meals, including breakfast, lunch, and occasional dinners for both in-
studio and location shoots.

Communicate with on-set crews to determine appropriate meal timing.

Answer questions regarding menu items, ingredients, and dietary considerations.

Monitor food throughout meal service and restock as needed.

Coordinate additional orders or pickups when food runs low or unexpected needs arise.

Maintain and organize prepackaged snacks, beverages, and other hospitality items for in-studio and location shoots.
Curate menus based on headcount, dietary restrictions, client preferences, budget, and production requirements.
Maintain an ongoing record of known dietary restrictions and preferences for clients and employees.

Coordinate craft service needs for special events hosted by TRG or its partners

Inventory & Studio Supplies

Manage and maintain inventory for kitchen, office, medicine, restroom, and hospitality supplies.
Keep kitchens, refrigerators, and hospitality areas clean, organized, stocked, and client-ready.
Maintain organized storage areas and ensure frequently used supplies are easily accessible.
Identify recurring supply needs and opportunities to improve ordering and inventory processes.

Vendors & Facility Support

e Serve as point of contact and schedule vendor maintenance visits as necessary (ex. Pest control, Bevi, Compost)
Assist with vendor access and communication while vendors are on-site.

Monitor recurring purchases and recommend opportunities to consolidate, switch to alternative products, or vendor changes to
improve cost efficiency.

Submit and properly categorize receipts through Emburse.

Check, sort, and distribute incoming mail.

Prepare outgoing checks and other mail for delivery.

Complete studio errands and pickups as needed, including bank deposits.

Coordinate weekly bagel pickup and other recurring craft service errands.

Assist with general administrative and operational tasks that support the studio and client experience.

Education and Experience

e  Previous experience in administrative support, client services, hospitality, office management, production, or a similar customer-
facing role preferred.

Experience working in a creative, production, agency, hospitality, or other fast-paced environment is a plus.
Experience coordinating catering, food safety practices, events, vendors, or office operations is a plus.

The Client Services role at TRG is an opportunity to be at the center of a dynamic creative environment and have a direct impact on the
experience of our clients, guests, and team. If you're organized, resourceful, enjoy taking care of people, and are the kind of person who
notices what needs to be done before someone has to ask, we'd love to hear from you.
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