POSITION TITLE:      Part-time Director of Special Events 
STATUS:                    Exempt, Part-time 
REPORTS TO:           Executive Director 
[bookmark: _GoBack]BEGINNING DATE:    March 1 
Purpose:  To support, promote and strengthen the mission and vision of the Ladder Alliance through effective fundraising and fund development  
Position Summary:  Develop effective strategies and implement special events to insure adequate financial support for the programs and services of The Ladder Alliance. 
Essential Job Functions:   
1.        Is accountable for generating budgeted net income from special events 
2.        Research and identify a new special event to be implemented in first quarter 2013 for “friendraising” and fundraising.  
3.        Create a time line of activities leading up to the special events (annual Golf Tournament and new event) 
4.        With committee approval, create a budget of expenses and income for special events to insure projected net proceeds 
5.        With the Executive Director and Director of Development, identify and recruit Golf Tournament and Special Event Committee Members who will work to secure sponsors, participation and proceeds from the event 
6.        Create letters and sponsor packages to send to targeted corporations 
7.        Work with Director of Development to coordinate sponsor requests to avoid duplication and insure fit for the event 
8.        Support Golf Tournament and Special Event Committee by taking minutes, providing follow-up of requests and creating a prospect list to determine committee member contacts 
9.        Make arrangements for site for the event and work with the committee to establish facility layout of event, select menu, centerpieces, seating plan, auction items, etc 
10.        Prepare talking points or script and agenda for emcee of the event 
11.        Insure timely thank you acknowledgments are sent to sponsors and donors including in-kind gifts 
12.        Submit timely and accurate reports on the status of the special events 
13.        Inform Executive Director of need to meet with potential sponsors 
14.        Coordinate all activities the day of the event and insure all details are covered 
15.        Assist Executive Director as requested. 
QUALIFICATIONS 
1. Bachelor’s degree preferred and a minimum of three years’ relevant experience. 
1. Successful track record in donor identification, cultivation, and stewardship as well as in achieving fund raising goals. 
1. Self-starter who initiates and pursues objectives in an organized and efficient manner, and has the ability to work independently. 
1. Knowledge of Microsoft Office specifically Word and Excel. 
WORK HOURS 
Twenty hours a week.  Work hours are flexible based on project deadlines.
Interested persons should fax, mail or email their resume to the following: 
  
Sharon Cox                                           817-834-2126 (fax) 
The Ladder Alliance                               scox@ladderalliance.org 
1000 Bonnie Brae 
Fort Worth, Tx. 76111 
Closing date:   February 10 or until position is filled 

