
 
 

Job Description 

Leadership Rhode Island’s mission is to engage and connect people through shared experiences that 

positively transform individuals, organizations and communities. We envision a Rhode Island that is 

flourishing — economically, civically, culturally — built on a foundation of ever-improving human capital 

whose strengths and potential we spend each day revealing and igniting. And, we see the lessons of this 

lively leadership experiment being shared and amplified around the country and the world to nurture 

the kind of fully-engaged societies that create lasting, positive change. 

 

Our momentum is the strongest it’s ever been. Since 1981, LRI has inspired emerging and established 

leaders to create change in their communities and measured results through cohort-based programming 

and individual enrichment programs/events. In the past eight years, LRI has evolved and grown by 

collaborating with and mobilizing local citizenry in new transformational ways. We've turned around a 

bankrupt city, staged the first statewide strengths-based convening, and moved workforce engagement 

rates statewide from the worst to the best in the country.  And, as we approach LRI’s 40th anniversary 

(2020), we’re excited to celebrate four decades of leadership legacy and for the potential to expand the 

scale and scope of our work substantially over the coming years. 

 

Our staff is passionate about Rhode Island and appreciates nurturing transformational relationships for 

the betterment of our state. We live a Strengths-based culture, one that energetically embraces and 

leverages our individual and collective strengths to achieve our vision. We’re known for our quality, 

agility, thoughtfulness, and mission adherence. We change lives. If you are ambitious about goals, but 

like to have fun collaborating as a strengths-based team to reach them, you’ll be in good company.  

 

Reporting to the Development Director and collaborating with the entire team, the Events and 

Communications Specialist cultivates a connected and engaged community. The Events and 

Communications Specialist develops and leads a range of events and initiatives from conceptualization 

through delivery that provides experiences for our alumni members and community at large to connect 

and engage with Leadership Rhode Island and each other. They communicate the organization’s 

mission, vision and impact in compelling ways, and steward supporters to advance organizational 

development and capacity.  



Event Management 

● Plan and manage event productions, including event-specific budgeting 

● Cultivate, solicit and acknowledge event sponsorships 

● Work collaboratively with vendors to ensure that the services provided are of excellent quality 

and delivered in a timely manner 

● Coordinate, support and appreciate volunteers in event planning and hosting roles 

● Lead event invitation and RSVP process, along with event communications and publicity 

Communications 

● Advise organizational leadership on communications strategy, including audience identification, 

crafting and streamlining of messaging, and the selection of appropriate communication 

vehicles  

● Develop and produce engaging content for communications, including but not limited to email, 

web, social media, press kits, educational materials, publications, etc. 

● Create multimedia stories and interactive media including videos, infographics, posts, toolkits, 

etc. that engage and activate stakeholders 

● Act as a brand champion, ensuring that all communications pieces and programs support the 

organization’s brand, values and strategy 

● Support implementation and management of communication, design and database tools  

● Collaborate with external vendors such as web developers and other communications 

contractors and consultants 

● Assist with writing copy for newsletters, web content, donor cultivation materials, social media, 

and giving tools to broaden organizational awareness and support.  

● Manage and segment communication and mailing lists  

Alumni & Community Engagement 

● Create meaningful alumni engagement opportunities internally within the organization and 

externally in the community   

● Develop and execute high-quality alumni programming, including but not limited to Jeffersonian 

Dinners 

● Draft and administrate alumni program monitoring & evaluation to optimize engagement 

● Manage and maintain the integrity of alumni data and drive database improvement and 

utilization 

● Contribute to a strong, positive culture of volunteers, engaging and developing volunteer 

relationships and supporting skill-based volunteerism 

● Develop strategic partnerships to broaden the organization’s reach 

● Contribute to program recruitment across the organization 

 



● You have a passionate commitment to Rhode Island. 

● You build relationships - you enjoy listening to and engaging with people of all walks of life. 

● You are human-centered – you anticipate, understand and respond to the needs of internal and 

external stakeholders to meet (and exceed) their expectations. 

● You communicate effectively – you can create content across various channels for diverse 

audiences to engage stakeholders and drive them to action.  

● You are an adaptive planner – you assess situations, determine strategies to move events 

forward, set goals, create and implement action plans, and evaluate the process and results. 

● You foster teamwork – you enjoy working collaboratively with staff and volunteers to set goals 

and find creative/innovative solutions that strive towards excellence. 

● You are a self-starter – you take initiative and positively influence others to achieve results in 

the best interest of the organization. 

● You are organized – you juggle various tasks by setting priorities, managing your time to meet 

deadlines and monitoring progress to make sure nothing falls through the cracks on your watch. 

● You stay ahead with the industry – you are always seeking to understand current trends in 

communications tools, event management best practices, and contacts database management 

systems (Salesforce or other CRM platforms). 

● You behave ethically and align with the values of the organization. 

● You are flexible and able to attend functions, which may take place outside the typical 9-5 

workday. 

● You have basic computer/technology skills and easily learn new systems. 

● You have reliable transportation and can lift up to 30 pounds. 

● 3+ years of experience developing, delivering and evaluating educational/training programs 

● Experience planning events and/or working with volunteers 

● Have graphic design and/or video production skills 

● Personal history/connection with Leadership Rhode Island 

● An interest and potential for senior-level responsibilities in the future 

● Experience using Salesforce, Form Assembly, Eventbrite, and/or Survey Monkey 

 

 


