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Events Manager 
 

 

Position:   Regular, Fulltime, Exempt  

 

Reports to:    Director of Development and Donor Communications 

 

Supervises:  N/A 

 

Date Revised:    August 2016 

 

 

Summary:  The Events Manager is responsible for collaborating with advancement colleagues to plan, 

implement and coordinate cultivation and stewardship events for donors, prospects, and professional advisors 

of the foundation.   

Responsibilities and Expected Outcomes: 
 

 Collaborate with the SVP, Directors, and other staff assigned to events to develop event concepts, budgets, 
timelines, and implementation of events.   
 

 Work with the Director of Development and Communications to create and execute an annual event 
calendar and subsequent communication/marketing plans. 

 

 Plan regularly scheduled meetings with designated advancement staff to share information and gather ideas 
related to upcoming events.  Present venue options and speaker ideas as requested. 

 Organize meetings with internal and external parties as needed to support successful event execution, 
particularly where events are supported by more than one internal foundation team. 

 Manage event logistics including securing dates, requesting venue rental and catering contracts, 
audio/visual needs, décor, entertainment, valet, photography, security and related. 

 Coordinate distribution and tracking of both printed and electronic invitations as well as the assembly of 
materials needed at event sites including nametags, signage, and equipment. 

 Oversee creation of targeted guest lists for prospect-related events or VIP tables at various foundation 
events utilizing iPhi (the foundation’s database program), manage RSVP’s, follow up calls, and provide 
necessary information to invited guests.  Record attendance information in iPhi as needed.   

 Work collaboratively with the administrative team as they maintain RSVP lists and attendance reports for 
large, recurring events.  Record attendance information in iPhi as needed and provide SVP and Directors 
with attendance updates as requested.   

 



 
 

 Communicate regularly and effectively with event volunteers and host committee members. 

 Maintain and share with Directors and SVP a comprehensive list of community events where Advancement 
staff attendance is requested. 

 Organize post-event meetings to evaluate results and determine successes and areas for improvement for 
future events.   

 

 Proactively build and maintain positive relationships with current vendors and seek out opportunities to 
engage new vendors. 
 

 Maintain event budgets, track expenses and work with the finance department to process vendor invoices 
and payments. 

 

 Work collaboratively with the Research Assistant to request and assemble research profiles as needed to 
prepare thorough event briefing documents for CEO, SVP, and Directors. 

 

 Maintain resources for event planning, including the advancement team event calendar, list of potential 
venues and speakers, and list of preferred vendors.   

 

 Serve as a resource and share best practices and guidelines to other advancement staff that are planning 
events or meetings. 

 

 Collaborate with other departments across the foundation to provide input on events from an advancement 
perspective. 

 

Essential Qualifications, Credentials and Technical Skills required: 
 

 A bachelor’s degree and five to seven years of experience in a service environment where responsibilities 
included coordinating all aspects of large and small-scale projects, events, and meetings for diverse 
constituencies.   
 

 Demonstrated knowledge of event planning, negotiating facility rentals and event contracts, and event 
budgeting/expense management. 

 

 High degree of organizational skills and attention to detail. Ability to be flexible, adaptable, and prioritize 
work effectively and adjust to multiple demands within set deadlines.   

 

 Self-motivated and able to work independently with minimal direction and as a team member. 
 

 High degree of creativity and up-to-date knowledge of events trends and industry standards. 
 

 Exceptional writing and presentation skills.  The ability to collaborate with others to design and implement 
creative, inspiring event materials.   
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 Ability to provide direction and garner cooperation among internal and external constituencies to ensure 
the successful execution of events. 
 

 Strong customer service attitude, time management skills, and professional communications. 
 

 Knowledge of fundraising best practices and the role of special events in a comprehensive development 
program. 
 

 Experience working as part of a multidisciplinary team and working effectively with persons and 
communities from diverse cultural, social, and ethnic backgrounds and age groups.   

 

 Proficiency in utilizing technology to conduct research, provide information and/or services.  Intermediate 
proficiency in all Microsoft Office programs and working knowledge of database programs.   

 
 

Other Highly Desirable Qualifications Include: 

 

 Knowledge of the Greater Cleveland community and the ability to research and identify new opportunities 
to support the fundraising goals of the advancement team and the strategic priorities of the foundation. 

 

APPLICATION PROCESS: 

Starting salary for this position will be commensurate with the selected candidate’s background and 
experience.  The foundation offers an exceptional benefits package including medical, dental, vision, life and 
disability coverage, a comprehensive wellness program, a fully vested 403(b) retirement plan and three weeks 
of vacation the first year of service, prorated based on date of hire.  If you are interested in applying for this 
position, please send a resume and cover letter indicating salary requirements to resumes@clevefdn.org by 
September 4, 2016.  Candidates selected for the interview process will be contacted around the week of 
September 12, 2016.  We regret that we cannot respond personally to each applicant.   
 

 

 

Our Mission: 

to enhance the lives of all residents of Greater Cleveland, now and for generations to come, by working together              
with our donors to build community endowment, address needs through grantmaking, and provide leadership                      

on key community issues. 
 

 
Our Vision: 

to use the power of philanthropy to enable Greater Cleveland to be a great and global American city.                           
Together with our donors and partners, we will make innovative, impactful, and internationally recognized           

contributions to the field of philanthropy. 
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