
2022-2023 
Champions For Learning 
Position Title: Events Coordinator 
Reports to: VP, Marketing & Events 
Status: Full Time 
 

Job Summary 

Champions For Learning is seeking a motivated events professional to join our fast-paced 
team to oversee a robust line up of events. As an integral part of the Development Team, the 
Events Coordinator plans and executes recognition and programmatic events as well as 
complex fundraising events designed to cultivate, recognize, educate and steward current 
and prospective donors of Champions For Learning. 

The Events Coordinator will work with event vendors to secure arrangements for events. In 
collaboration with and under the guidance of the VP of Marketing & Events, and working 
within established practices, the Events Coordinator will be responsible for event 
management. Working within the events budget during the planning process through the 
completion of each event, the Events Coordinator creates events from start to finish, ensures 
that they run smoothly, and assists in ensuring that financial targets are met. This includes all 
financial reporting, budgeting and project management / production timelines, as well as 
facilitating volunteer planning committees, in-kind auction donation solicitations, vendor 
relations, and stewardship. The Events Coordinator will also work with the Marketing Team on 
the production of all event materials including invitations, public relations and social media.  

 

Key Duties and Responsibilities: 

Coordinate and Execute Events 

 Organize all aspects of new and existing fundraising events (including Night of 
Champions and Glass Slipper) and recognition / programmatic events (including 
Golden Apple Celebration of Teachers Dinner, 8th Grade Induction, and Countdown to 
Cap & Gown) to provide excellent guest experiences.  

 Prepare production timelines and briefing materials to document event coordination 
processes. 

 Research, propose and secure venues for functions based on budget, geography, and 
availability. Contract for services from vendors and in-kind supporters including 
catering, florist, parking, photography, audiovisual, etc. 

 Collaborate with Marketing Team on the production of all event materials and public 
relations. Collaborate with the Marketing Team on the production of all event 
materials and public relations and day of collateral needs, including the creation and 
distribution of event invitations; Manage the tracking of event invitation responses.  



 Lead dining room seating and table arrangements, including check-in process.  
 Creates and manages event guest lists. Writes and/or edits correspondence to 

donors/prospective donors, event attendees, and event volunteers. Manage mail 
merge process for event-related letters, invitation labels, event nametags, etc.  

 Develop staffing and volunteer plans to ensure for a smooth event. 
 Work collaboratively with the Marketing, Community Engagement, and Development 

Teams to ensure appropriate leveraging of event volunteers, attendees and donor 
relationships. 

 Manage ticket purchase process and the processing of payments pre- and post- event.  
 Facilitate volunteer event committees (draft agenda, manage meeting notices, 

reporting) and manage event volunteers. 
 Coordinate the auctions related to Champions For Learning fundraising events, assist 

in securing auction items, and manage auction committees. 
 Track event sponsors and sponsor benefits to ensure they are properly recognized.   
 Acts as a liaison to event vendors, suppliers and stakeholders. 
 Assumes additional responsibilities and special duties as assigned. 

Evaluate Events / Manage Event Finances 

 Determine benchmarks for success prior to each assigned event, evaluate their 
effectiveness after the event, and incorporate improvements in future planning. 

 For recurring events, recommend revisions to event plan for future versions as 
appropriate. 

 Maintain master event files and documentation to aid in planning and executing 
future events. 

 Responsible for event budgeting, results analysis, and vendor contract negotiations.  
 In coordination with supervisor, develop and manage budgets for assigned events. 
 Negotiate financial commitments for delivery of products and services by outside 

vendors for assigned events. 
 Verify invoices and arrange for payment of approved event expenses.  
 Ensure event stays on budget, monitoring financial commitments during lead-up to 

event and making alternate arrangements if cost overrun appears likely. 
 In partnership with supervisor, review events budget each month. 

 

Qualifications 

 The strongest candidates will have experience in planning events of all varieties, 
particularly for a non-profit organization or in a fundraising role.  

 Bachelor’s degree preferred; one to two years of professional events management 
experience with a proven track record of success may be substituted for a formal 
degree.  



 Excellent verbal/written communication skills. The ability to interact with executive-
level administrators, donors/prospective donors, students, and development staff with 
an understanding of protocol and confidentiality is required.  

 Attention to detail and ability to work independently, under deadlines. 
 Proficient use of Microsoft Office (including Word, Excel and PowerPoint). 
 Experience with donor databases Donor Perfect and fundraising software One 

Cause/Bid Pal a plus. 
 Ability to occasionally travel throughout Collier County and work nights and 

weekends is required. 
 Champions For Learning is based in Naples, Florida; a candidate local to Southwest 

Florida is preferred as this position is office based. 
 Must be able to perform all physical and administrative tasks related to events. 
 Support the mission of Champions For Learning:  

 Take ownership of and understanding the mission and goals of the 
organization. 

 Represent and support the core values of the organization. 
 Support the overall message and communications strategies for the 

organization. 
 Professionally represent the organization through all interactions, including 

phone, written/email communication, and in-person. 
 Maintain exemplary relationships with fellow staff and with volunteers. 
 Contribute to a healthy organizational culture of respect, collaboration and 

teamwork toward achieving our common goals. 
 Support and utilize communication protocols to engage in effective and 

productive internal and external communication. 
 Represent the organization at events and in the community. 
 Ability to thrive in a fluid, entrepreneurial environment 
 Exhibit personal characteristics including professionalism, integrity, 

confidence, and enthusiasm. Good judgment. 

Compensation 

 Generous benefit package. 
 Salary range: mid 40s to 50s. 


