
 

 

 

 

 

 

POSITION:   Events Coordinator   

 

EMPLOYED BY:               Director of Development  

 

RESPONSIBLE TO: Director of Development  

 

CATEGORY:  HOURLY 

 

PRIMARY RESPONSIBILTIES: The Events Coordinator works closely with all members of the Resource Development 

team to plan, coordinate, and execute all of FACETS’ major events.  

 

MAJOR RESPONSIBILTIES: 

 

- Plan, design and produce FACETS’ special events including A Taste of Fall with FACETS and the Opening Doors 

Benefit Breakfast staying within budget limitations 

- Conduct market research, gather information and negotiate contracts prior to closing any deals 

- Under the direction of the Development Director, manages all aspects of event design including concept, theme, 

timelines, and budget development.      

- Conducts post-event evaluations to include event revenue, donor satisfaction etc. and report on outcomes to the 

Development Director  

- In collaboration with the Development Director, coordinate event planning with the Board of Director’s Resource 

Development Committee   

- Works with the Development Coordinator to secure event in-kind donations 

- Drafts acknowledgement letters to financial and in-kind event donors 

- Coordinates the development of event communication and marketing materials with consultants  

- In coordination with the Volunteer Manager, drafts event job descriptions for recruitment of volunteers to 

support events 

- Develops and serves as the primary staff contact for FACETS event committees 

- Works in close coordination with the Development Associate to develop event registration and promotional 

webpages  
 

MINIMUM REQUIREMENTS 

 

- Bachelor's degree in related field  

- Detail oriented 

- Excellent editing and writing skills 

- Ability to manage multiple tasks independently  

- Working knowledge of Microsoft Office Suite 

- 3-5 years of successful event management experience planning events in-line with the agency’s fundraising 

goals  

- Portfolio of previous managed events  

- Ability to work independently but also as a member of the Development team 

- Ability to work some nights and weekends as necessary  

 

Equal Employment Opportunity M/F/D/V. 

HOW TO APPLY 

Please send resume and cover letter to Alisha Matlock, Director of Development, at AMatlock@FACETSCares.org. 

Please no phone calls. 
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