
 

 

Event Manager 

Compensation 
$45,000 to $55,000/annual 

 

Employment Type 
Full-Time/Salaried Position 

 
The Epilepsy Foundation of San Diego County (EFSDC) leads the fight to stop seizures, find a 
cure, save lives, and overcome the challenges created by epilepsy through education, 
advocacy, and research. The Epilepsy Foundation of San Diego County is a 501(c) 3 non-profit 
organization serving the San Diego community since 1954, offering personal advocacy and 
counseling, seizure first aid training, arts therapy, camp and a variety of supportive services. All 
these services are free and are available to anyone whose life is touched by epilepsy, 
regardless of the severity of the disability and without regard to race, creed, age, sex or 
nationality. 

 

Organizational Vision 
An informed community in which people with epilepsy and seizure disorders enjoy respect, 
dignity, and the opportunity to achieve full potential free from stigma and bias. 

 

Organizational Goals 

▪ Increase individual and public understanding about the potential and needs of those with 
epilepsy regarding education, employment, recreation, and housing 

▪ Promote equal opportunity in employment and full participation in life 

▪ Increase awareness of the legal rights of persons with epilepsy 

▪ Promote prevention and early recognition of epilepsy 

 
 

Position Summary: 
This role will support the organization through management of its fundraising and program- 
specific events, including Gingerbread City, Gingerbread Kids, Sharon’s Ride, Walk & Run 
(multiple locations throughout the United States), an annual Epilepsy Education Conference, 
fashion show, and diverse client events such as Padre Games and other organized events 
that clients and their families can participate in together. 

 

The Event Manager will take direction from and work closely with organizational leadership 
(Executive Director or other position to be determined), and will support the implementation of 



all fundraising, educational events, and marketing efforts and communications/media functions 
to raise awareness, attract new participants and donors, and maintain existing donor 
relationships. Specific success metrics for the position will include increasing donor 
contributions, engagement, and participation while elevating overall population awareness of the 
organization, its programs and services, and its role in the region. Candidate will lead the event-
related fundraising effort, create plans and strategies surrounding events and outreach, provide 
detailed budgets for leadership, manage events and programs, and deliver accurate and timely 
reporting and evaluation of events consistently. 

 
 

Responsibilities: 
▪ Managing, planning and coordinating the Gingerbread City Gala (including logistics, 

chefs, artists, volunteers, silent auction, sponsorship and supporting other areas of the 
event). 

▪ Managing, planning and coordinating Sharon’s Ride, Run, & Walk, including providing 
support and administrative leadership skills to multi-city participants throughout the U.S., 
and management of the San Diego region Sharon’s Ride events. 

▪ Administrative work required to successfully execute event oversight, including venue 
selection, layout design, equipment management, and decoration. 

▪ Assist in the creative initiations at organizational events, including content programming, 
productions, and onsite facilitation. 

▪ Manage relationships with vendors, service providers, sponsors, donors, and partners for 
company events, including suppliers, hospitality, security, and agencies as needed. 

▪ Manage the budget and negotiation of the contracts with external vendors and 
contractors for events as directed. 

▪ Innovation: Proposing new ideas to improve the event planning and implementation 
process. 

▪ Marketing client programming through the promotion of educational and special events 
for families, clients, professionals and the public. 

▪ Communications via social media and website (will be expected to manage 
organizational website and provide website support to Sharon’s Ride national leaders). 

▪ Conduct outreach to Neurology offices on a regular basis to ensure that patients are 
receiving information about the EFSDC and its programs and services. 

▪ Identify opportunities and establish new relationships with corporate and community 
groups and individuals that will generate monetary and non-monetary (in-kind) support for 
the EFSDC. 

▪ Represent the EFSDC through membership in strategically identified civic and 
professional organizations located in the county. 

▪ Manage the organizational database, ensure data integrity through data entry policies 
and standards, and work with mail house to enhance list on an annual basis, purchase 
additional proven donor lists as needed, etc. 

▪ Assist volunteer coordination for events as needed. 

▪ Assess and hire interns as needed for peak event season. 



▪ Work with Executive Director and Grant Writer to identify and secure grant 
opportunities on an ongoing basis through relationships and event and fundraising 
efforts. 

▪ Performing other projects assigned by the Executive Director or organizational 
leadership. 

 
Minimum Qualifications: 
▪ Bachelor’s degree from an accredited university in Event Planning, Hospitality, Sociology, 

Marketing, Advertising, Communications, Business or a relevant field. 

▪ Five years of events, fundraising/development, or sales experience (can be a mix of 
these areas over five years). 

▪ Detail oriented and organized; able to interpret large amounts of information and data 
quickly to produce strategies, plans, budgets, and desired outcomes as defined by 
EFSDC leadership. 

▪ Demonstrated ability to represent the EFSDC in a professional and ethical manner. 

▪ Demonstrated knowledge of and ability to communicate the EFSDC’s purpose and 
mission; 

▪ Excellent written, oral, and interpersonal communication skills; strong public presentation 
presence and telephone pitching skills. 

▪ Deep knowledge of San Diego region, businesses and philanthropic communities, and 
the inner workings of the community. 

▪ Ability to train, manage, guide, and motivate interns and volunteers to achieve objectives. 

▪ Proven ability to work collaboratively and effectively with multiple departments and 
stakeholder groups while managing multiple projects on various time lines in an 
extremely fast-paced environment. 

▪ Strong technological skills, including: database software such as Kintera, Salesforce, 
Razor’s Edge, etc.; complete MS Office, shared drives; website structures and backend 
edit practices such as WordPress; remote access; experience with Adobe software a 
plus. 

▪ Practical experience with social media and digital media a big plus. 

▪ Demonstrated willingness to work in varying conditions that may include extended 
periods of evening and weekend work, on-site management of weekend and/or evening 
events, etc. 

▪ Stellar networking and negotiation experience with event vendors and service providers. 

▪ Proven track record of operating independently to accomplish projects with little 
supervision. 

▪ Service-oriented with a high degree of business acumen. 

▪ Willingness to do whatever is necessary to accomplish organizational objectives. 

 
BENEFITS: 
▪ Competitive salary and benefits package including retirement, health, 

dental, vision insurance. 



▪ Ability to grow your position and take-on new areas of interest or passion as able. 

▪ Working with motivated co-workers in a passionate, purposeful and 
positive office environment. 

▪ We offer you a fast-paced, high-growth startup environment with rewarding work. 
You will work with a highly engaged team and have room for personal development 
in an organization known for its long history of providing support and services to tens 
of thousands of individuals and families in the region. 

▪ Opportunity to work in a pivotal role for a long-standing and highly regarded non- 
profit organization in San Diego County. 

 

 
The Epilepsy Foundation of San Diego County (EFSDC) is an Equal Opportunity Employer and 
Prohibits Discrimination and Harassment of Any Kind: EFSDC is committed to the principle of 
equal employment opportunity for all employees and to providing employees with a work 
environment free of discrimination and harassment. All employment decisions at the EFSDC are 
based on business needs, job requirements and individual qualifications, without regard to race, 
color, religion or belief, national, social or ethnic origin, sex (including pregnancy), age, physical, 
mental or sensory disability, HIV Status, sexual orientation, gender identity and/or expression, 
marital, civil union or domestic partnership status, past or present military service, family 
medical history or genetic information, family or parental status, or any other status protected by 
the laws or regulations in the locations where we operate. EFSDC will not tolerate discrimination 
or harassment based on any of these characteristics. 

 

For more information on the Epilepsy Foundation of San Diego County, please visit 
http://www.epilepsysandiego.org/. To apply: Please send resume and cover letter 
to info@epilepsysandiego.org, subject line: Events Manager. No phone calls 
please.  
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