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JOB TITLE:

Events Specialist 
RESPONSIBLE TO:

Special Events Director
Job Summary:

Reporting to the Special Events Director, the Events Specialist will be responsible for supporting and facilitating the relationships with all entities that host Internal Events benefiting Make-A-Wish®.  This position will require fund development, web-based software and event experience to support event staff. 
General Job Description: (Other duties may be assigned as needed)
· Establish and maintain relationship with corporations, individuals and other organizations as they relate to internal events for Make-A-Wish. 
· Work with third party vendors to develop and procure printed collateral for internal events. 
· Record donor and vendor contacts in database and create all activities regarding internal events in Greater Giving and Raisers Edge.
· Prepare applications for insurance, permits and licenses needed to facilitate internal events.
· Create and implement event stewardship plans for all internal events

· Create and execute pre and post event e-blasts for internal events.
· Design and implement web pages for internal events.
· Perform all duties necessary to facilitate and execute auctions and raffles for internal events.
· Organize and facilitate logistics for internal event setup and teardown.
· Represent the organization at public events as needed. 
· Provide administrative support to the Special Events Director.
· Work with Volunteer Manager for volunteers needed for internal events.
· Maintain the confidentiality of sensitive information.
Qualifications and Experience:

●
Possess a Bachelor’s degree or equivalent experience in related field 
●
Have job-related experience facilitating and coordinating events 
●
Knowledge of fundraising/development/event related principles related to non-profit programs 
· 3-5 years of applicable work experience strongly desired
Skills:
●
Proficient in basic computer and internet applications, Microsoft Office-Excel, spreadsheets, Raiser’s Edge, Adobe Illustrator, Microsoft PowerPoint 
· Ability to work with event management software and event web sites

●
Possess strong verbal, public speaking and written communications skills.

· Possess organizational and project management skills
●
Positive role model and collaborative team player
· Excellent customer service skills
· Ability to work independently with initiative 
Capabilities:

●
Demonstrates capability to conduct one’s self in a calm and professional demeanor when dealing with the public and/or difficult situations
●
Ability to work well with a diverse group of staff and volunteers
●
Willingness to adjust hours to accommodate the needs of the position
●
Ability to effectively manage a wide array of tasks, projects, and responsibilities
●
Ability to work productively in an unstructured environment with frequent interruptions
Time commitments:

· Full time, non-exempt employment status.
· Work occasional evening and/or weekend fundraising events as needed.

Please send your resume and salary requirements to apps@necannv.wish.org.


