ROYAL SOCIETY FOR THE BLIND

POSITION DESCRIPTION

TITLE:
Special Events Coordinator
DIVISION:
Marketing and Fundraising
APPROVED BY:
MANAGER
DATE: 05/01/12
MAIN PURPOSE

Responsible to the Manager, Marketing and Fundraising for the development, coordination and implementation of special events and fundraising activities.

Principal Accountabilities

· To develop, implement and promote profitable fundraising activities and events.

· To review and improve existing annual fundraising events.

· To ensure all special events raise the profile and awareness of the RSB as a quality community service organisation
Duties

· To develop, implement and coordinate all aspects of fundraising activities and events.

· To work closely with the Marketing and Fundraising Manager to ensure all events and activities surrounding events are in line with RSB’s brand strategy

· To review existing events and make recommendations for improvements or deletion.

· To secure sponsorship for each event, including cash, goods and services.

· To achieve profitability targets for each event as agreed with the Marketing and Fundraising Manager.

· Prepare event budgets and manage the event finances to QA standards

· Liaise with event contractors and suppliers

· Liaise with sponsors and events’ participants.

· To develop relevant advertising and public relations strategies to promote events in conjunction with the Communications Department.

· To build relationships with corporate companies and suppliers

· Review and add new contacts to the special events database

· Actively initiate strategies to increase the profits of events, profile of events or  develop new events

· Develop event running sheets

· Work with the Marketing and Fundraising Manager to devise the most effective use of staff for each event

· Undertake Special Event analysis and reviews for each event and provide a report to the Marketing and Fundraising Manager detailing the key wins, issues and areas of improvement for each event

· Maintain all items regularly used at special events in an orderly fashion in the M&F Room.

· Ensure efficient and tidy clean up after all events

· Maintain the RSB special events website pages with the Communications Department to ensure it is updated
· Ensure that staff and volunteers undertake their roles and responsibilities in a safe and proper manner in accord with the RSB’s Human Resource and OHS&W policies, procedures and practices relevant to their area of operation, including safe operating procedures.

· Ensure that staff and volunteers are aware of, understand and conduct themselves in accord with all other RSB policies and procedures that relate to their undertaking of their duties and responsibilities at events or fundraising activities.
KEY PERFORMANCE INDICATORS

· To deliver profitable, high quality RSB events
· To meet all event deadlines 

· To secure sponsors for each event.
· To secure donations of prizes and auction items to support events.

· To increase the Special Events Database 

· To increase the brand awareness of RSB as a respected SA charity

PERSON SPECIFICATION

Essential Criteria

· Proven experience in the development, implementation and management of special events.

· High level of organisation skills

· Excellent interpersonal and communication (verbal and written) skills.

· Ability to make the ask to achieve sponsorship objectives

· Ability to cold call

· Proven team player

· Excellent organisational and decision making skills, including the ability to prioritise workload to achieve deadlines and goals.

· Ability to accomplish projects and work autonomously as well as in a team
· High customer service ethics and high expectations of quality
· A high level of initiative, enthusiasm and drive.
· Ability to work within corporate guidelines and take direction to ensure RSB’s brand strategy and image is maintained
· Creative ability and the capacity to develop and progress ideas to fruition.

· Good computer skills – Microsoft Office, mail merges, email and web savvy
· Driver’s licence
· Ability to utilize and work with RSB Guide Dogs as a feature at events

Desirable Criteria

· Public Speaking skills.

· Event Management or Marketing qualifications

· Not for profit fundraising event experience
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