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JOB TITLE: 		Event Coordinator

REPORTS TO:	Executive Director

EMPLOYEE STATUS:	Part time - candidate selects option of 16 or 20 hours/week (latter has PTO accrual) plus attendance at events, as determined in conjunction with Executive Director 

WORK LOCATION:	Chapter Office at 385 N. Kings Highway, Cherry Hill, NJ 08034 with travel as warranted within Chapter coverage area

Position Summary
The Event Coordinator is responsible for planning, management and implementation of the Chapter’s fundraising activities in consultation with the Executive Director and staff. This individual will coordinate with event committees, volunteers, sponsors and vendors.

Duties and Responsibilities
Fundraising and Event Development:
· Recruits and manages local and regional sponsorships and cultivates relationships with corporate sponsors.
· Solicits donations of goods and services from vendors and individuals.
· Develops short term and long term strategies to recruit, acknowledge and retain event participants and sponsors.
· Manages online websites for events, including website setup and ongoing evaluation of effectiveness and ease of use.
· Assists event participants with questions, concerns and solicitation of donations.
· For walks, coordinates, participates and supports committee leaders to enhance walker enthusiasm and team development.
· Develops and promotes fundraising tools for event participants.
· Plans and implements entertainment and family-friendly activities for each event.
· Manages all event logistics, ordering of products, creation of signage, setup, volunteers, attendees, and vendors to assure smooth operation and completion of event.
· Performs event reviews, including post event surveys, to determine what worked well and what needs improvement. 
· Prepares written report to Board on post event findings.
· Works with Executive Director to develop communication plan to promote events, including written materials, posters, news media announcements, email blasts, online promotion and social media.
· Seeks additional revenue-producing opportunities through interested third parties and assists with third party events.
· In coordination with the Executive Director, manages and reconciles financial processes, including sponsorship invoicing, registration income, day of event donations, etc.
· Manages maintenance of event database to assure accuracy of data and inclusion of information needed for thorough reporting to committees, Executive Director, and Board.
· Ensures that all donors have been acknowledged and received appropriate tax receipts, to include a personal thank you for major contributors.
· Identifies and shares trends in fundraising and best practice ideas to foster revenue growth.

Volunteer Support:
· Recruits, trains and manages volunteers for each event, including establishing and leading committees to handle event details.
· Assists with scheduling and attends committee meetings (in person or through teleconference) and follows up as needed on committee requests.
· For walks, supports team captains through personal interaction, team building training, and brainstorming on creative means for growing teams.

Qualifications
Education and Experience:
Bachelor’s degree preferred, or equivalent work experience. At least two (2) years’ experience in nonprofit fundraising, event planning, marketing and relationships with volunteers.

Skills:
· Detail-oriented and organized approach to projects combined with flexibility to respond to changing needs and circumstances.
· Strong written, verbal and problem solving skills.
· Ability to work independently and communicate effectively and comfortably with a variety of individuals and organizations.
· Perseverance to determine solutions for problem issues and concerns related to events.
· Ability to create and adhere to timelines and manage priorities for multiple projects simultaneously.
· Proficiency with Word, Excel, and PowerPoint.
· Willingness and ability to attend weekend and evening events, as needed.
· Ability to display understanding and compassion for the core mission of the Foundation.

To apply
Please submit a letter of interest with a summary of your relevant qualifications and a current resume to Lainie Blodgett at elblodgett@yahoo.com







