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Cascade Land Conservancy

Job Description

June, 2008
Title:


Events Coordinator
Supervisor:

Director of Individual Giving
Location

Seattle, WA

Summary of Position:  

Cascade Land Conservancy seeks a professional with strong background in large-scale event coordination and production to lead and implement fundraising events.  Serves as primary coordinator and implementer for CLC’s annual Conservation Awards fundraising breakfast.  Works internally with development, outreach and volunteer staff to plan, coordinate and implement county-based fundraising events in Tacoma, Everett, Ellensburg and South Sound.  As a member of the development team, coordinates donor events in conjunction with major gifts and campaign staff.  
Specific Duties:

1. Lead staff to oversee and coordinate successful implementation of CLC’s fundraising events, with a particular focus on the annual Conservation Awards fundraising breakfast.  Creates and manages master events calendar.

2. Serves as point person for all aspects of Conservation Awards Breakfast, working closely with development, outreach and communications staff to ensure success.  
3. Specific duties include ensuring that logistics of events are successfully implemented, including creating and overseeing master calendar and timelines; work with venue and catering; serving as point person and liaison with communications and marketing staff regarding program, messaging and scripts.  Handles awards process in conjunction with management and conservation staff.   Works in partnership on corporate sponsorship recruitment and stewardship; table captain and guest recruitment and stewardship.  Works closely with Event Manager on specific tasks.
4. Plans, manages and implements CLC fundraising events held in Tacoma, Everett, Ellensburg and South Sound, working closely with Event Manager, lead conservation staff, outreach director and volunteer coordinator. 

5. Create, design and implement donor events in conjunction with major gifts and campaign staff.
6. Other duties as assigned by Director of Individual Giving, VP for Development or President.

Qualifications:

1. Strong background in corporate event production and coordination; at least three years of successful and demonstrated event management experience

2. Experience in large-scale event production desired.

3. Exceptional attention to details; strong planning and project management skills.

4. Demonstrated ability to organize and manage multiple activities, set priorities, and remain flexible under pressure.

5. Strong budget tracking and cost management (CLC is a non-profit!)
6. Computer and design skills desirable, including experience with database software (Outlook and Raiser’s Edge), internet, word processing and spreadsheet software.

7. Willingness to work necessary hours leading up to, during, and immediately following each major event.  

8. Commitment to CLC’s conservation mission.

