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EVENT COORDINATOR
You are the ideal candidate as the Event Coordinator if you:
· Share in our passion for saving the lives of the unborn and reaching people for Christ. 
· Are creative and can think outside the box.
· Are the type of person to “get things done” and loves checking off items on a to-do list.
· Love planning and executing events as a self-starter and as part of a team.
· Love details and believe they matter to the overall vision but can also discern when paying too much attention to detail can bog down your work.
· Are very aware of your surroundings and needs of others.
· Can anticipate problems and loves finding or creating solutions.
· Have a gift for organization.
· Can manage your time and prioritize tasks well.

· Have the ability to know what, when and how to communicate with others.
· Aren’t afraid of technology and embrace use of it to further the mission.
· Will stay on top of event trends.

· Are always ready and willing to learn.
· Have a Bachelor’s degree in related field.
· Have experience at a previous non-profit, special events and/or related fundraising events.

If this describes you, here is what to expect: 
SCHEDULE: 
Part-time, 3 days/week. February and March: 4 days/week required 

SALARY: 

$17-$18/hr, depending on experience

BENEFITS: 

3 days paid vacation/year
RELATIONSHIP: 
Reports to Development Director, collaborates with Directors
You would be responsible for:

· Planning (assisting), organizing and executing major fundraising events (Baby Bottle Campaign, Annual Fundraising Gala, Trapped in My T-Shirt) and other events throughout the year (Volunteer Appreciation, SIUE Welcome Week, etc.).
· Communicating with necessary churches, supporters, volunteers, staff, etc. in support of events.
· Entering donation data in database.
· Scheduling speakers for requested speaking events.
· Maintaining event supplies.
· Representing Mosaic PHC at relevant community events.

· Other duties as assigned.

· Working from the Granite City office, providing own vehicle and lifting of objects up to 40lbs.
