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Wish Coordinator
Sacramento, CA
Full-Time/Non-Exempt

At Make-A-Wish Northeastern & Central California, we create life-changing wishes for children with critical illnesses across 28 counties. Our chapter has granted more than 10,000 wishes, and we are looking for passionate people to help us continue this mission.

The Role 
As a Bilingual Wish Coordinator, you’ll be the heart of the wish experience—guiding families through the process, coordinating logistics, and ensuring every detail is handled with care and compassion. You’ll manage a caseload of wishes, working closely with families, volunteers, and partners to bring each child’s wish to life.

What You’ll Do
· Manage an active caseload of wishes from wish discovery through wish celebration
· Build trusting relationships with wish families, providing regular updates and support in English and Spanish
· Coordinate logistics including travel arrangements, accommodations, itineraries, and special experiences
· Secure in-kind donations, discounts, and partnerships to maximize wish impact
· Work closely with wish-granting volunteers to plan and execute wishes
· Maintain detailed documentation, process expense reports, and reconcile wish budgets
· Collaborate with medical teams, chapter staff, and national Make-A-Wish partners
· Translate wish materials and communications for Spanish-speaking families
· Participate in volunteer trainings, chapter events, and wish celebration events 
· Ensure compliance with national standards and chapter policies
· Occasional evening or weekend events as needed 
· Occasional travel within chapter territory required 
· Other duties as assigned by supervisor or Sr Director of Mission Delivery and Outreach 

What You Bring
· Must-Haves:
· 1-2 years of experience in event planning, customer service, project coordination, nonprofit work, or related field
· Strong organizational skills and ability to manage multiple active projects
· Comfortable with budget tracking, expense reconciliation, and vendor coordination
· Excellent relationship-building skills with families, volunteers, and partners
· Nice-to-Haves: 
· Bilingual in English/Spanish highly preferred  
· Experience with CRM systems, especially Salesforce
· Event planning or travel coordination background
· Volunteer management experience
· Knowledge of local community resources and businesses

What We Offer 
· Salary range: $55,000–$62,000 annually
· Comprehensive benefits package including medical, dental, and vision
· 401(k) with employer match
· Generous PTO: vacation, sick leave, and paid holidays
· A mission-driven culture where your work creates lasting impact

Join Us 
We are more than a great place to work - our work is life-changing. We are fueled and guided by our values - values that are represented in the inspired people we work with and the transformational work we do every day. 

We respect and ensure equal opportunity, regardless of race, religion, ethnicity, national origin, age, gender identity, sexual orientation, disability, perceived disability and other legally protected characteristics.
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