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EVENTS COORDINATOR

Position Assighment

Title: Events Coordinator
Organizational Unit: Development & Communications
Recruited by: Director of Development- Annual Giving

Approved by: Vice President of Development and Communications

Working Relationships

Reports to: Director of Development- Annual Giving

Staff Team: Vice President of Development and Communications, Director of
Communications, Directors of Development, Director of Church Relations,
Media Coordinator, Marketing Coordinator, Development and
Communications Administrative Assistant, and all STCH Ministries staff to
enhance the total program

Basic Functions

The Events Coordinator works closely with development and communications staff, as well as vendors
and volunteers, to plan and execute key events, including Week of Hope, annual golf tournaments and
clay shoots. This role may also support additional events, such as the annual staff Christmas party.

Basic Responsibilities

1. To coordinate all fundraising events to include logistics, venue selections, catering, A/V needs, décor
and registration processes.

2. Utilize Blackbaud Raiser’s Edge software and Microsoft Teams to organize event attendance,
volunteers and registration.

3. To maintain timelines, schedules and task lists to ensure successful execution of events.
4. Attend events and troubleshoot issues as needed.

5. Conduct post-event evaluations and prepare reports on attendance and overall success.
6. Recruit, train and manage event volunteers.

7. Support additional development and fundraising projects as assigned.
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8. Work with Directors of Development to ensure maximum participation from potential donors and
attendees.

9. Maintain timely and effective communication with Area Ministry Staff.

10. To perform all other duties as assigned.

I, the employee, have read, understand, and agree with the position description for Events Coordinator.

Employee Signature Date

Employee Supervisor Signature Date
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