
Job Title:   Contract Event Planner 
  Reports To:  Fund Development Lead 
  Status:  Non-Exempt   Grade 7 
  Location:  Lubbock/Amarillo/Fort Worth areas 
  Last Update:   June 3, 2019 
 

 
Job Summary 

The Contract Event Planner will be successful in planning an event from conception 
through to completion.  The Contract Event Planner responsibilities will include 
providing outstanding customer service logistics of pre-event and day of event and 
producing sponsorships of said events, all of which meet quality expectations.  This 
contract Event Planner position will manage two events.  Women of Distinction event in 
Amarillo and Desserts First event in Lubbock.  The contract will end on September 13, 
2019. 

Essential Duties and Responsibilities 
 

1. Event planning design and production while managing all project delivery elements within time 
limits. 

2. Liaison with the events committee members to produce successful events. 
3. Conduct market research, gather information and produce sponsorships for both events. 
4. Provide weekly feedback and periodic reports to Fund Development Lead and event 

committee members. 
5. Propose ideas to improve provided services a and event quality 
6. Ensure compliance with insurance, legal, health and safety obligations 
7. Specify staff requirements and coordinate their activities 
8. Cooperate with Girl Scouts of Texas Oklahoma Plains communications department to promote 

and publicize event 
9. Proactively handle any arising issues and troubleshoot any emerging problems on the event 

day 
10. Conduct pre- and post- event evaluations and report on outcomes 
11. Research market, identify event opportunities and generate interest 

 
CORE COMPETENCIES 
 

1. Interpersonal Relations 
2. Customer Service Responsiveness 
3. Oral and Written Communication Skills 
4. Organizational Knowledge 
5. Decision and Judgment 
6. Adaptability 
7. Interpersonal Relations 
8. Customer Service Responsiveness 
9. Oral and Written Communication Skills 
10. Organizational Knowledge 
11. Decision and Judgment 
12. Adaptability 
13. Self-Management and Time-Management 

 



 
 
 

14. Interpersonal Relations 
15. Customer Service Responsiveness 
16. Oral and Written Communication Skills 
17. Organizational Knowledge 
18. Decision and Judgment 
19. Adaptability 
20. Self-Management and Time-Management 

 
JOB QUALIFICATIONS – Knowledge, skills and abilities 
 

1. Bilingual (Spanish) bicultural, preferred but not required. 
2. Experience in Salesfore.com is a plus. 
3. Proven experience as a special events fundraiser 
4. Impressive portfolio of previously managing non-profit events 
5. Excellent time management and communication skills 
6. Able to acquire event sponsorships and ability to build productive business relationships 
7. Ability to manage multiple projects independently 
8. MS Office proficiency 
9. Willing to submit references from previous clients 
10. Willing to travel to-and-from Lubbock/Amarillo/Fort Worth areas 
11. Willing to stay overnight (multiple nights in locations listed above 
12. Must hold membership in the Girl Scouts organization and commitment to the mission 

and goals of Girl Scouting including the Girl Scout Promise and Law. 
13. Demonstrate and promote a climate of courtesy, respect and professionalism to 

coworkers, volunteers, and others you meet. 
14. Proven ability to work with staff, volunteers, third party vendors and other businesses.  
15. Proven ability to effectively manage multiple priorities, meet deadlines and produce 

results. 
16. Proven proficiency in Microsoft Office Suite including Outlook, Word, Excel and 

PowerPoint. 
17. Verbal fluency, good grammar and professional appearance. 
18. Ability to utilize with fluency the internet and other technical computer skills in council 

systems. 
19. Ability to maintain confidentiality. 
20. Adheres to Council’s Affirmative Action Policy, which ensures that there will be no 

discrimination based on race, color, ethnicity, sex, national origin, socioeconomic status, 
disability, sexual orientation or age. 

21. Attendance is an essential job requirement defined as having regular, consistent, 
reliable, punctual and predictable attendance including the ability to work regular hour 
shifts, weekends and before and after hours, as required. 

22. Daily access to an automobile in good working condition, valid driver’s license and 
automobile insurance is required. 

23. Must complete and pass a criminal background check. 
 
________________________________________  __________________________ 
Signed        Date 
 
_____________________________________________________ 
Print Name 
 


