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Special Events Coordinator Job Posting 

Job Summary: 
This position is responsible for assisting the organization in reaching its overall fundraising goals by serving as 
the lead staff coordinating signature fundraising events and community events, including working with 
teammates and committees around the state.  
 
This is a full time, exempt, salaried position.   
Salary DOQ, compensation includes health, dental & vision benefits, Simple IRA 
 
Position Responsibilities: 
Works with the Development Director to establish annual goals, strategies and execution for events 
Serves as the lead staff coordinating signature events, auctions and other events and supports the staff and 
committees in Eastern Idaho and Magic Valley on events in these communities 
Is the lead staff coordinating event and auction committees and recruitment of event committee leadership 
Acts as the primary staff for development of all technical and logistical event needs, including event plans 
Plans and executes pre and post event activities including acknowledgements and evaluations 
Oversees event budgeting including income and expense management 
Manages third party fundraisers ensuring guidelines are followed and benefits are fulfilled 
Helps to maintain, steward, prospect and build new relationships with donors 
Is familiar with the RMHC donor database and able to do entry and donor reports 
Assists from time to time with general duties necessary to the daily operations of the programs 
 
Position Requirements: 
Bachelor’s Degree and/or 2 years’ experience  
Previous successful fundraising/event experience and experience working with volunteers 
Excellent verbal and written communication skills 
Proficient knowledge of Microsoft Office software and experience with fundraising/auction platforms and 
databases 
Some travel and flexible schedule required 
Demonstrates problem-solving and decision making skills  
Excellent presentation, public speaking and community relations skills 
Highly organized, dependable, functions as a team-member, flexible in work functions and duties, and responds 
to changing priorities 
Motivated self-starter who can manage multiple tasks and meet deadlines 
Must maintain high confidentiality and understands working with private and sensitive data 

 
To apply, please send a cover letter and resume to  
Warren Maxfield, warren@rmhcidaho.org 
Applications open until October 15, 2021 or until position is filled 


