
 

 
 

Events Manager 

Job Description 
 

Cancer Support Community Pasadena (“CSCP”) is an international non-profit organization providing 

professionally led support groups, educational workshops, and healthy lifestyle classes for people facing cancer 

and their families.  
 

Primary Functions/Purpose: The Events Manager reports directly to the Executive Director of CSCP and will 

be responsible for 1) all events fundraising and 2) all digital (i.e., social media) marketing and print marketing 

of CSCP events. Under the direction of the Executive Director, the Events Manager will work to ensure the 

success of all the organization’s events to achieve its financial goals. The Events Manager will also participate 

in and manage all 3rd party fundraising events for the benefit of CSCP. In addition, the Events Manager will 

recruit, oversee and manage CSCP’s volunteer Guild. 

 

Major Duties and Responsibilities:  

 Overseeing all elements of events fundraising (including 3rd party events) in conjunction with the 

Executive Director.  

 Creating and implementing plans (e.g., timeline, budget, committee and volunteer jobs) for all 

fundraising events.  

 Developing recruitment strategies for volunteers (e.g., CSCP’s Guild) and servicing volunteers and 

event committees.  

 Training and cultivating volunteers and committees to implement events and to reduce time spent by 

staff prior to each event.  

 Working with event co-chairs and committee members positively and productively as support throughout 

each event planning period 

 Identifying and recruiting sponsors (both individual and corporate) and building relationships with 

individuals and company representatives.  

 Conducting and coordinating all logistical aspects of events including acquiring live and silent auction 

items and raffle items. 

 Coordinating promotional, marketing and media activities related to events.  

 Establishing and managing a detailed budget for each event to achieve the net profit goal set forth in 

CSCP’s annual operating budget  

 Preparing and maintaining financial records, statistical reports, monthly event cash flow projections, in 

kind donation lists relating to events, and ensuring legal reporting requirements are fulfilled (e.g., annual 

raffle application, raffle report).  

 Collecting all outstanding event balances, ensuring acknowledgement letters are sent, providing a final 

accounting, and attending to all final “wrap up” tasks 

 Recruiting new Guild members, working with Guild leadership, achieving membership renewal goals, 

and preparing monthly newsletter 

 Overseeing all in house donor receptions/reunions 

 Additional duties as assigned in connection with events fundraising. 

 



Knowledge, Skills and Abilities: 

• Excellent planning, budgeting and organizational skills.  

• Strong writing, communications and interpersonal skills.  

• Ability to handle multiple projects simultaneously while maintaining quality of work and attention to detail.  

• Ability to prioritize and organize activities while working within deadlines.  

• Self-motivated with initiative and independent actions within the scope of responsibilities.  

 

The Events Manager must also be able to anticipate, plan, prioritize, strategize and react to changing needs 

and situations with professionalism, creativity and integrity. Must have the highest level of service excellence, 

leadership capabilities, accountability, and superior stewardship.  

  

 Demonstrated ability to accomplish results through strong volunteer recruitment and management  

 Must be comfortable on the phone and talking with diverse constituents and able to use 

multimedia/social media communications, such as Facebook, Instagram, Linked In, etc. 

 Team Player committed to promoting the growth and success of CSCP.  

 High value on transparency, operate with a sense of urgency and driven by self-motivation.  

 Working knowledge of Microsoft Office Suite (Word, Excel, PowerPoint), Google Docs, Dropbox).  

 Working knowledge and experience of Greater Giving or other web based fundraising software is 

required.  

 

Education:  

 Bachelor's Degree (or equivalent in education, training and experience) required.  

 Experience: Minimum of 5 years work experience meeting fundraising goals, in a nonprofit environment 

preferred.  

 

Work Environment: This is a full-time position. Work office location is Pasadena, CA. Telecommuting/remote 

work not available for this position. Must be able to work a flexible schedule, including nights and/or weekend 

work and some possible travel. Must be willing to communicate with donors on weekends if necessary. Valid 

Driver’s License required. Reliable transportation and insurance necessary. Able and willing to lift/move event 

related materials weighing up to 25 lbs. Full-time staff entitled to benefits offered by CSCP.  

 

How To Apply: Please send cover letter and resume to Natalie Morant, Office Manager, at 

n.morant@cscpasadena.org. Applications will be accepted until the position is filled. 

 

Compensation commensurate with experience and education. 

 

 

 

 

 

 

 

 

 

 

 

 

CSCP is an Equal Employment Opportunity employer. We do not discriminate based upon race, religion, color, 

national origin, gender (including pregnancy, childbirth, or related medical conditions), sexual orientation, 

gender identity, gender expression, age, status as a protected veteran, status as an individual with a disability, 

or other applicable legally protected characteristics. 
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