
 
Job Title: Fundraising Events Coordinator 

Exempt: No 

 

  

 

 
The Fundraising Events coordinator is responsible for the creation, development and implementation of major special 
events. Position is responsible for recruitment, coordination, and training (where applicable) of vendors, volunteers, and 
contractors for each assigned event.  Work is performed closely with selected Committee volunteers.  
 

Fundraising Events Coordinator 
 20 hours per week, Mon-Fri  (some evenings and weekend shifts required) 

 
Reports to Annual Gifts Manager (Development) 
 

Responsibilities Include: 
 

Special Events 

 Coordinates the planning and management of Rancho Cielo Fundraising events 

 Develops and executes all facets of the events  to ensure success  

 Builds strategic relationships with partners  

 Works successfully with volunteers 

 Coordinates volunteer staffing 

 Attends event committee meetings, preparing agendas, minutes, coordinating dates 

 Obtains bids from vendors  and sites 

 Coordinates with Rancho Cielo staff for their roles in events 

 Researches and stays up to date on event trends 

 Keeps accurate and detailed records related to all aspects of event, year over year stats  

 Maintains vendor, donor and volunteer database related  events 

 Manages event wrap up and volunteer and donor thank you letters  
 

Qualifications and Skills: 

 Highly developed organizational and planning skills 

 Experience in event management or hospitality preferred 

 A passion for the mission of Rancho Cielo 

 Highly developed interpersonal skills 

 Donor and volunteer-oriented 

 Skilled in computer and internet applications, Microsoft Office required 

 Ability to function as part of a team 

 Adheres to company standards and maintains compliance with all policies and procedures 

 Demonstrates ability to communicate effectively verbally and in writing 

 Self-directed 

 Creative problem-solving skills 

 Strategic thinking skills 

 Must be able to manage a project with goals and deadlines 

 Must be willing to have a flexible schedule including some nights and weekends 

 Performs other related duties as assigned 

 Lots of energy and a sense of humor! 
 

Please send a resume and cover letter specifying your interest, qualifications and salary requirements. 


