
 

 
 

Position Description  
Events Coordinator 

January, 2020 
 
 

SKILLS REQUIRED 
Possess the skills to be effective in facilitating cooperation and teamwork and creating a positive work 
environment. Responsible for planning, communicating effectively with all organization members, 
stakeholders and partners, organizing, prioritizing and coordinating his/her own work. Exhibit effective 
judgment and decision-making skills and take action according to qualities such as open-mindedness, 
thoroughness, maturity and professionalism. Ability to work independently with minimal supervision and 
manage multiple tasks and deadlines are essential. 
 
DUTIES 
General:  
1. Ensure efficient office operations to meet business needs, effective communication throughout the office, 
and smooth paper/electronic flow to meet project deadlines. 
2. Assist in developing or implementing systems, procedures and policies to improve workflow. 
 

Events and Fundraising: 
1. Plan and manage Spike Out Sepsis volleyball tournament(s), Sepsis Challenge 5k walk/runs, and Sepsis 

Heroes with event committees 
2. Oversee third party events and provide support to event organizers 
3. Maintain event budgets and track outcomes 
4. Solicit event sponsorships and auction item donations when appropriate 
5. Create and manage event websites and registration data 
6. Create and manage event deliverables including marketing materials and incentives 
7. Follow up with appropriate thank you notes after events 
8. Develop and manage online fundraising campaigns, working with development team  
9. Increase total number of event donors and event donor retention 
10. Record event donations as applicable; implement process to track donations and tax receipts 
11. Attend and manage events onsite 
12. Create new events, incentives, and event elements to expand the Sepsis Alliance event’s program 

 
 
 
 

 
Volunteers: 

1. Manage Sepsis Challengers programs 
2. Support volunteers by sharing fundraising tips and making shareable templates 
3. Maintain volunteer records 
4. Recruit volunteers when needed 

 



 
Experience and Qualifications: 

1. Computer savvy. Mac experience preferred 
2. Database experience– Salesforce preferred 
3. Event managing software experience – Classy preferred  
4. Experience planning 5K events preferred 
5. Able to juggle multiple tasks and deadlines simultaneously 
6. Able to maintain a sense of humor under stress 
7. Ability to manage positive relationships with board members, funders, staff, partners 
8. Ability to work independently, manage own projects and timelines 
9. Interest and ability to suggest new projects and process improvements 
10. Genuine interest in making change happen and doing some good in the world 
11. College degree  
12. Education, experience or interest in not for profit management and/or healthcare a plus 
13. Able to travel to events 

  
Location: San Diego, CA or Remote 
 

Compensation: Commensurate with experience. Health insurance and paid PTO. 
 
Sepsis Alliance is an Equal Opportunity/Affirmative Action employer. All qualified applicants will 
receive consideration for employment without regard to race, color, religion, sex, national 
origin, disability, or protected veteran status. Compensation: competitive based on experience 
 
TO APPLY 
This is a full-time employee position and includes paid holidays, vacation, and a health 
insurance. Please email (subject line Events Coordinator) cover letter and resume to 
careers@sepsis.org. No phone calls, please. 

 


