
Organization: Philanthropy Expert

Position: Event Manager & Client Support Specialist

Type: Full-time, remote office. Must live in the Denver metro area.

Company Background: At Philanthropy Expert, we provide tailored services to Corporations,
Foundations, Nonprofits, Political Campaigns, and Families, helping each to optimize and build
their investments and resources. Philanthropy Expert offers a team of experts experienced in all
facets of philanthropy. Our team’s experience and success across a myriad of industries
enables us to leverage philanthropy in groundbreaking ways to maximize implementable,
creative, and lasting solutions. Many of our clients work in education and healthcare reform, as
well as women’s rights. We are a close-knit team of women who work hard and play hard.
Laughter is a corporate value.

Position Summary: Are you passionate about creating effective fundraising experiences and
empowering non-profits? Philanthropy Expert seeks a strategic and adaptable Event Manager &
Client Support Specialist. You'll turn fundraising dreams into reality for event clients while
building strong relationships and providing strategic guidance to non-event clients. Leverage
your expertise in nonprofit event management and communication skills to multitask seamlessly,
meet deadlines, and exceed expectations. Applicants must be professional, self-motivated, and
able to work with limited direct oversight.

Are you a good fit? You might be if you can answer the following questions with a resounding
YES!

➔ Do you like working on multiple projects with a variety of interesting people?
➔ Are you averse to the idea that anything is “not your job?”
➔ Do you lead with humor and enthusiasm?
➔ Are you highly accountable and unafraid to take on increased responsibility?
➔ Can you pivot when needed and adapt to plan changes as they arise?

Join our team and make a real difference!

Essential Job Responsibilities:

● Manage all aspects of client events, including planning, budgeting, vendor coordination,
logistics, and execution.

● Develop and maintain strong relationships with clients, understanding their needs and
exceeding their expectations.

● Provide prompt and professional support to clients via phone, email, and other channels.
● Assist with marketing and promotional efforts for upcoming events.
● Manage event data and reporting.
● Stay up-to-date on industry trends and best practices in event management and

fundraising.
● Adapt to changing and evolving tasks as they present themselves.



Qualifications:

● Bachelor’s Degree in a related field
● Minimum of 3 years of experience in nonprofit event management
● Excellent organizational and time management skills.
● Strong communication and interpersonal skills, with the ability to build rapport with

clients.
● Proficient in Microsoft Office Suite, experience with G Suite, Dropbox preferred.
● Experience with CRM software is a plus.
● Detail-oriented and able to work independently while also being a team player.
● Passion for philanthropy and a commitment to making a positive impact.
● Have a valid driver’s license and reliable form of transportation
● Must live in the Denver Metro area (but will work remotely)

Benefits:

● Remote work opportunity
● Competitive salary and benefits package.
● Opportunity to work with a dedicated and passionate team
● Professional development opportunities.

Salary: $50,000 - $55,000

At PE, we work with nonprofit organizations with compelling missions nationally and
throughout Colorado, and as our work often involves the most marginalized people in
society, including BIPOC, women, and LGBTQIA+ individuals, we believe that these
communities must be centered in this work. We strongly encourage applications from people
with these identities or who are members of other marginalized communities.

If you are a talented and experienced events person, we encourage you to apply for this
exciting opportunity. To apply, please email your Resume and Cover Letter to
hiring@philanthropyexpert.org.


