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Job Announcement
Title:


Event Coordinator
Location:  

Seattle, WA
Dept:  

Communications
Reports To:  
Director of Institutional Relations
Hours:  

Full-Time, M/F

Primary responsibilities include management of all Communications Department events, including all mechanics of fundraising, cultivation, and stewardship events (85%).  Events management includes Development Team annual events, Seattle Lighthouse for the Blind Foundation Boardmember-led events, annual events at Inland Northwest Lighthouse, and events at other Lighthouse facilities. Additional Development Team support duties as necessary (15%). 
Responsibilities:
· Coordinates all Lighthouse events at all Lighthouse locations, including but not limited to:

· Manage Seattle Lighthouse annual Luncheon 

· Manage Seattle Lighthouse annual fall event

· Assist Seattle Lighthouse for the Blind Foundation board members in creating, managing, and executing board member-led events

· Manage Seattle Lighthouse ongoing donor cultivation and stewardship events

· Manage Inland Northwest Lighthouse in Spokane events – annual spring and fall events

· In collaboration with other Lighthouse staff, manage general communications and public awareness events
Fundraising Events Management:

· Manage mechanics of fundraising, cultivation, and stewardship events; includes securing bids, researching venues, managing contracts, securing staff and event volunteers, and coordinating with other departments to ensure the events success
· Perform outreach to event guests; create content for all event related materials including invitations, save the date post cards, event programs, and event website content

· Manage multiple annual fundraising events in Seattle and support Director of Public Relations and Development at Inland Northwest Lighthouse with Spokane events (Luncheon, major gift events, Board member events, and others) including event logistics, event set-up, helping produce thank you letters, etc.

· Oversee special events geared towards major/planned donors which currently includes the annual holiday breakfast and planned giving events

· At the direction of the Foundation board and Lighthouse staff, implement donor engagement events to cultivate major donors and bring new donors into the organization

· Serve as staff point person for signature events.  Recruit and convene Events Committee, develop agenda and supporting materials with Events Committee Chair and Director of Institutional Relations.
· Responsible for recruiting and supporting Luncheon table captains, increasing event attendance, and post-event donor stewardship, along with Director of Institutional Relations and Development Team

· Support other departments and partner organizations as need
General Administration/Donor Relations
· Help coordinate and lead tours for prospective donors and special guest as needed.

· Other duties as assigned

Minimum Requirements:

Relevant Skills/Experience:
· Excellent communication skills, both written and verbal 

· Intermediate experience with Salesforce; experience with other donor or sales database desired.

· Ability to adhere to timelines and manage competing tasks in a timely manner

· Basic administrative skills: PC, Microsoft Office fluent 

· Experience working with social media/marketing

· Highly organized, high level of attention to detail

· Familiarity with or interest in the nonprofit community and the Lighthouse’s mission

· Hard working, organized, with the ability to work independently and as a team player 

· Ability to work evenings and weekends as needed for events

Education:

· Fundraising Certificate or equivalent experience required

· 2-5 years fundraising experience required, specifically with events management 

· BA or AA in Communications, Fundraising, or related field desired.

· BA degree or related training in non-profit management desired

Equal Opportunity Employer, Male / Female / Persons with Disabilities / VEVRAA

FEDERAL CONTRACTOR

Please send resume to:

Kevin Daniel, Sr. Director of Strategic Recruiting

The Lighthouse for the Blind, Inc.

2501 S. Plum Street 

Seattle, Washington 98144

Fax number:
206.436.2244

Telephone:
206.973.4060

E-Mail:  
jobs@seattlelh.org 

For more information about employment at the Lighthouse, and to download an application form, visit our website

www.seattlelighthouse.org/job_postings
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