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Coordinator of Special Events and Development Assistant
Job Description


General Description
Reporting to the Director of Development, the Coordinator of Special Events and Development Assistant will oversee both large and small-scale events throughout the year, provide daily support for the Development Office, and provide administrative support for the Director of Development, all while engaging with donors daily.

Duties and Responsibilities
· Oversee the annual auction, CountryDate, including:
· Recruiting and managing volunteers
· Overall development of the event itself  
· Solicit for gifts, sponsorships, and donations 
· Create and maintain CountryDate financial summary and database reports
· Responsible for directing/assisting with additional Development events   
· Work with the Director of Development to generate yearly stewardship reports and reporting for endowed funds 
· Serve as the primary liaison to the Parents’ Association, providing administrative support and ensure coordination and collaboration with the Development office goals and priorities  
· Daily outgoing mail delivery/pickup incoming mail from mail room
· Administrative support for Development Department regarding: 
· Mailings
· Maintaining donor files  
· Create purchase orders
· Order office supplies
· Administrative support for Director of Development
· Credit card receipts and monthly statements
· Calendar maintenance
· Database donor tracking
· Support Director of Database Management  
· Assist with wealth screenings on an as-needed basis
· Other duties as assigned
Qualifications
· Outstanding organizational skills 
· Strong interpersonal and communication skills
· Problem solver with a high degree of diplomacy
· Able to work collaboratively with a team
· Experience in the non-profit sector is preferred



The successful candidate will be highly organized, self-motivated, detail-oriented, creative, strategic, professional, and able to manage multiple projects under tight deadlines.  Excellent writing, analytical, and research skills are essential.  Candidate must have a high level of computer literacy. Must possess exceptional interpersonal skills and an ability to work collaboratively with all levels of staff, volunteers, Board members, donors, and prospective donors.

To Apply 
Please submit your cover letter, resume, and salary requirements to Paula Brock, brockp@countryday.net by July 30, 2017. Only those whose applications are being considered will be contacted.
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