
 

 
 

Event and Volunteer Manager Job Posting 
 
Organization:  Rocky Mountain MS Center  
 
Organization Type: 501(c)(3) 
 
Job Location:  Westminster, Colorado  
 
Type of Job:  Full-time 
 
Job Category:  Events and Volunteer  
 
Reports to:   Senior Director of Development  
 
Organizational Summary: The Rocky Mountain Multiple Sclerosis Center is a patient- and family-centered 
nonprofit organization that provides a comprehensive and integrated wellness approach to MS and related 
diseases, life-changing support services, and cutting-edge research. Our mission is to improve the quality of 
life of individuals and their families living with MS and related neurological diseases through care, support, 
education, and research. The Event and Volunteer Manager position is a key role in our organization to help us 
raise and leverage the resources required to serve this mission.  
 
Job Description: The Events & Volunteer Manager is responsible for managing the quality execution of events 
and experiences for the Rocky Mountain MS Center, in-person and virtual. This position works closely with the 
internal team and external community partners to plan, manage, and execute exceptionally high-quality 
events that build our community, and raise critical funds.  These events include, but not limited to Multiple 
Summits for MS (MS4MS), annual Gala including a live and silent auction, donor recognition, volunteer 
appreciation, and more. This position will manage all logistics including food and beverage, venue selection, 
staff, volunteers, decor, parking, rentals, and more.  This position is also responsible for managing all aspect of 
the RMMSC’s volunteer program, the MS Young Professionals network (MSPYN, and the MSPYN mentorship 
program (MS Connections).  
 
This job might be for you if… 
You are incredibly skilled at proactive planning, communicating clearly, and executing thoroughly down to 
every last detail—and ensuring people supporting your efforts are equipped to do the same.  You thrive on to-
do lists and pride yourself on being highly productive. You enjoy perfecting details and know when to pull back 
to strategically align with agreed-upon goals. You are a relationship-builder who enjoys creating lasting and 
mutually beneficial partnerships with donors, sponsors, volunteers, vendors and more. You can manage high-
stress moments with poise and bring a solutions-oriented approach to minor emergencies and last-minute 
changes. 
 
 
 



Event Planning and Logistics: 80% 
1. Exercise discretion and independent judgment with respect to matters of significance, including but 

not limited to all aspects of planning and implementing RMMSC fundraising and donor outreach events 
which include, but are not limited to MS4MS, annual gala, third-party events, and donor recognition 
events. Responsibilities include managing event budgets, creating timelines, delegating tasks, working 
with marketing on event materials and strategies, communicating with attendees and participants, and 
being the lead for on-site events. 

2. Organize and lead committees responsible for carrying out tasks related to MS4MS and annual gala.  
This includes but is not limited to planning all agendas and monthly meetings, tracking auction items 
and fundraising efforts, and overseeing all activities that result from each committee meeting.  

3. Make independent choices and judgments, free from immediate and direct supervision, with respect 
to all aspects of the volunteer program and the planning and implementation of all RMMSC events.  

4. Develop, implement, and effectively administer expense and revenue budgets for all RMMSC events. 
Perform functions critical to the execution of RMMSC events, including but not limited to: 

- Assist in solicitation of event sponsors and auction items. 
- Execute sponsorship contracts, benefits for sponsors, and other financial and in-kind 

support necessary, for successful implementation of all events.  
- Attend and actively participate in meetings as requested by Development Director and/or 

CEO. 
- Other duties as assigned. 

 
Volunteer Management, MSPYN & MS Mentorship Program: 20% 

1. Manage all aspects of RMMSC’s volunteer program, including but not limited to, formulating, 
interpreting, and implementing policies and operating practices related to volunteers; recruiting and 
evaluating volunteer candidates, reviewing and evaluating volunteer applications; planning and 
implementing volunteer training programs; planning, assigning, and coordinating volunteer 
assignments; managing and supervising all volunteers to ensure successful completion of all volunteer 
assignments; conducting short-term and long-term planning necessary to effectively grow the 
volunteer base; and planning, implementing, and managing volunteer appreciation events. 

2. Setup one-on-one meetings with new MSYPN members (virtual or in-person), plan monthly MSYPN 
meetings, and plan annual Drag Queen Bing event with MSYPN members 

3. Run the MSYPN mentorship program, MS Connections, with assistance from the RMMSC Director of 
Programs and a Child Psychologist, and the youth MS multi-disciplinary clinic team. Event Manager 
selects MSYPN members to participate, collects all participant information, co-leads orientations, plans 
virtual group activities, checks in with mentors, and assists with reports and grants for funding. 

 
Compensation:  
The salary range for this position is $48,000-$56,000. Starting salary will be commensurate with education and 
experience. RMMSC also offers a robust benefits package, including health, dental, vision, life, short and long-
term disability coverage, as well as a retirement plan with a 3% employer match which employees are 
immediately vested in. 
 
REQUIRED JOB QUALIFICATIONS:    

• A completed bachelor’s degree in any in business, non-profit administration, or related field.  

• A minimum of three years of event planning experience in hospitality, non-profit, or closely related 
experience. 

• Proven history of successfully collaborating with donors and volunteers 

• Excellent oral and written communication skills.  



• Demonstrated ability to coordinate multiple projects, prioritize work to maximize productivity, and 
respond effectively to change. 

• Demonstrated computer skills specifically in Microsoft Office Suite. 

• Must have a valid driver’s license or the ability to obtain a driver’s license by the employment start 
date and reliable transportation. 

• Demonstrated experience in providing exceptional customer service to internal and external 
stakeholders. 

 
Working Environment  
The position is located at our administrative offices in Westminster, Colorado and We work in an optional 
hybrid work environment. Staff use a computer and standard office equipment. However, since the position is 
responsible for managing a variety of indoor and outdoor events in various locations, frequent travel 
throughout the Denver Metro Area by personal automobile is also required. A reliable vehicle and current 
driver’s license are a must. 
 
Physical Requirements: 
The position is responsible for all aspects of event set up and tear down and participation in various walks 
and/or hikes.  The physical demands include sitting, standing, walking, lifting up to 25lbs, caring, reaching, 
pushing, and pulling.  The physical demands will vary depending on the event.  
 
To Apply:  
Applicants will submit resumes and cover letters directly to sheil@mscenter.org.  

mailto:sheil@mscenter.org

