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Job Description

Title: 

Community Events Coordinator 
Status:

Part-time, non-exempt
Date:

January 25, 2010

Summary:  Under general direction, the Community Events Coordinator plans and implements special events and activities that enhance Seattle Tilth’s educational programs and outreach activities.  Events include the annual meeting, three edible plant sales, a chicken coop tour, harvest fair, and assorted donor cultivation events. The Community Events Coordinator is responsible for leading teams of staff and volunteers to design and implement systems that ensure smooth and successful event operations.  The position is year-round and part-time with a flexible work schedule that on average will require 20 hours per week, including some weekends and evenings.  
Responsibilities: 
· Produce detailed proposals for events (e.g. Timelines, venues, suppliers, legal obligations, staffing and budgets)
· Develop and manage event budgets 
· Create procedures for all major processes
· Plan and coordinate related program activities including educational presentations, booths, workshops, demonstrations, speakers, special guests, musicians, etc.
· Identify volunteer opportunities and work with volunteer manager to ensure all shifts are filled with trained volunteers

· Secure and book suitable venues or locations ensuring that insurance, legal, health and safety obligations are adhered to

· Plan event layouts and coordinate with venue management, caterers, contractors and equipment rental
· Organize facilities for parking, traffic control, security, first aid, hospitality and the media

· Recruit food and merchandise vendors as needed and work with colleagues to sell sponsorship/exhibition space to potential partners / exhibitors

· Coordinate staffing requirements and staff briefings
· Coordinate with marketing and PR colleagues to promote the event and prepare needed materials

· Coordinate the dismantling and removal of event paraphernalia and clearing the venue efficiently
· Conduct post-event evaluation, including data entry and analysis and producing reports for event stakeholders
· Ensure all necessary parties are thanked in a timely manner

· Research markets to develop and implement innovative approaches to improve or expand events, and identify opportunities for additional events
Requirements 

· Experience coordinating large scale events 

· An understanding of budgeting and financial management 

· Demonstrated experience leading a team of staff and volunteers 

· Excellent organizational and time management skills including significant attention to detail

· Positive, professional, customer-service oriented personality

· Ability to establish productive relationships with people at all levels 
· Good communication and presentation skills 

· A positive and adaptable approach to problem solving 

· Demonstrated ability to meet and exceed event financial goals

· Knowledge of local food systems preferred
· Evening and weekend hours required

The above statements are intended to describe the general nature and level of the work being performed.  This is not an exhaustive list of all duties and responsibilities associated with it.  Seattle Tilth management reserves the right to amend and change responsibilities to meet business and organizational needs.

To apply send cover letter and resume to tilth@seattletilth.org

Seattle Tilth is a nationally recognized non-profit organization dedicated to inspiring and educating people to garden organically and conserve natural resources in order to cultivate a healthy urban environment and community.  
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