
 

Ronald McDonald House Charities of Arkoma, Inc. 
 

Community Outreach & Special Events Coordinator 
Northwest Arkansas 

 
Reports to: Chief Development Officer & CEO 
 
Description:  
While serving families with the highest level of customer service and integrity, this position is 
responsible for coordinating fundraising activities and community outreach in the Northwest 
Arkansas area. The position requires a self-directed individual who possesses planning and 
organization skills with strong attention to detail. Duties include but are not limited to: planning 
and executing the Golf for a Cause and Red Shoe Soiree in conjunction with the volunteer 
committees, identifying and cultivating corporate partnerships along with the director, working 
with third parties to help promote their fundraising events, and attending and promoting 
community engagement activities such as health fairs, etc and creating and executing any new 
fundraising events and/or mechanisms as necessary to reach development goals.  This position 
will perform additional administrative tasks as assigned by the President & CEO and CDO as 
needed.  
 
Hours:  
This is a non-exempt, hourly position working an average of 32-36 hours per week annually; 
recognizing that additional hours may be required during special events. 
 
Responsibilities: 

 Align with the culture of RMHC of Arkoma by demonstrating a commitment to our core 
values; Family, Community, Compassion, Excellence, and Flexibility.  

 Represent RMHC in a professional, knowledgeable manner  

 Plan, implement, organize and conduct fundraising events to meet annual goals  

 Represent RMHC at community events- including gathering of materials, set up and tear 
down (some nights and weekends may be required) 

 Compile quarterly and annual reports of goal progression 

 Demonstrate regular interaction with donors  

 Work alongside Development Director to create and execute annual development plan 

 Work alongside Development Director to achieve set annual fundraising goals  

 Proactively identify and cultivate new donors while stewarding and growing existing 
donors 

 Proactively identify and cultivate relationships within the community to grow awareness 
(ie Junior League, Rotary Club and other civic organizations along with the corporate 
community looking for engagement opportunities) 

 Assist with stewarding and growing Adopt a Pantry and Adopt a Room donors  

 Recruit volunteers and community leaders to participate in fundraising events and 
coordinate, organize and conduct committee meetings  

 Attend regular team meetings with RMHC of Arkoma management team 

 Other duties as assigned by President & CEO and Director of Development 
 
Qualifications and Requirements: 

 Ability to interact and communicate well with people from diverse backgrounds 
 Strong record keeping and organizational skills; detail oriented 



 

 Ability to anticipate issues and/or conflicts before they happen and address them 
proactively 

 Special event development, planning and execution experience detail-orientated, 
possessing strong organization and time management skills, and prioritizing work with a 
complex and face paced environment  

 Leadership skills and the ability to motivate and direct a volunteer labor force  
 Willingness to be involved in the community 
 Experience in working independently and collaboratively in a team environment to meet 

multiple, competing deadlines  
 Ability to fundraise for both in-kind donations and monetary donations  
 Must be able to operate an insured motor vehicle and possess a valid driver’s license 
 insurable under the Chapter’s motor vehicle insurance policy. 
 Must be at least 18 years of age and be willing to participate in a TB Test, drug 

screening, and criminal background check  
Physical Demands: While performing the duties of this job, the employee must be able 
to perform physical tasks normally associated with working in a business office and at 
off-site fundraising events and will be exposed to occupational hazards normally 
associated with those environments. The employee must be able to drive a vehicle, see, 
hear, and speak English fluently. 

 
Equal Opportunity Employer  
RMHC is an equal opportunity employer.  It is the policy of RMHC not to discriminate on the 
basis of race, color, national origin or ancestry, sensory, mental, or physical disability, gender, 
pregnancy or related medical condition, sexual orientation, age, religion, genetic information, or 
military service, with respect to recruitment, hiring, training, promotion, benefits, discipline, lay-
off, recall, transfers, termination, or any other term or condition of employment.  RMHC will not 
tolerate discrimination or harassment based on these characteristics or any other characteristic 
protected by applicable federal, state, or local law. 

 
Benefits 

 Flexible schedule and work environment 
 $16-$18 per hour – Salary negotiable based on experience 
 Monthly telephone reimbursement 
 Mileage reimbursement 
 Use of company technology 

 
 
How to Apply 
Interested applicants should send a cover letter and resume to Lindsay Dixon at 
lindsay@rmhcofarkoma.org 
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