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JOB DESCRIPTION
	POSITION TITLE:
	Events Coordinator



	REPORTS TO:
	Director of Development



	ROLES
	· Signature Event Logistics
· Plan and coordinate all aspects of events, including but not limited to date, event chair, venue, catering, entertainment, decorations, vendors, etc.
· Manage budgets and negotiate contracts with vendors and suppliers
· Ensure all necessary permits, licenses, and insurance policies are obtained for each event
· Develop and maintain event timelines, checklists, and run sheets
· Communicate effectively with clients, stakeholders, and team members to ensure events meet or exceed expectations
· Oversee event staff and volunteers, including training, scheduling, and performance management
· Evaluate event success and identify areas for improvement for future events
· Support the Director of Development in the execution of recruiting, securing, and fulfilling sponsors and packages
· Recruit and facilitate volunteer subcommittees for each event
· Works with Community Relations component regarding any event marketing and promotion internally and externally
· Stay up to date on industry and best practices to continually improve event offerings
· Third-Party Events and Opportunities
· Identifies and stewards any partnerships related to third-party fundraising support
· Works with the Director of Development to monitor the integrity of the event and the reputation of the agency
· Assists the Community Relations Component for any agency-supported community events
· Collaborates with Corporate Giving Officer to coordinate all aspects of pinwheel sponsorships, including confirming sponsor levels, ensuring accurate allocation of pinwheels corresponding to each sponsorship tier, and managing timely delivery, setup, and post-event pickup of all materials.
· Other duties as assigned



	Scorecard Measurables
	Core Processes

	· Event Specific Measurables
· Third Party event initiatives
	· Signature Event Process
· Third Party Events



Contact Brooke Boles, Director of Development @ brooke@cfacbentonco.com 
Salary starts at $42,000
CFAC Core Values: Excellence, Grit, Humble Service, Growth
Mission: Restoring Lives Impacted by Trauma 
Vision: Breaking the Cycle of Abuse and Building Resilient Families
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