
 

 
 
 

 
 

Volunteer & Events Coordinator 
 

 
 

JOB ANNOUNCEMENT  
  

 

SUMMARY   

Are you a people person with strong attention to detail? Enjoy building positive 
relationships and organizing events? Passionate about building a more just society by 
empowering Latinas to lead? Join the Adelante Mujeres family and become part of a 
growing organization providing award-winning programming and holistic services to more 
than 8,000 Latina women and children annually in Oregon. Adelante Mujeres means 
"women rise up" and the women and girls in our program are doing just that. With your 
help, we can build the next generation of Latina leaders. 

RESPONSIBILITIES  

The Volunteer and Events Coordinator reports to the Director of Development and will 
interface with staff, volunteers, donors and the public. They will help recruit and manage 
volunteers. This role will also coordinate fundraising and volunteer events including one 
annual gala and a donor thank you dinner. Additionally, the Volunteer and Events 
Coordinator will oversee and manage the donor and volunteer databases and be 
responsible for charitable gift data entry and acknowledgments.  

Volunteer Coordination 50% 

 Develop and implement a comprehensive volunteer program to meet the needs of 
the organization 

 Set goals and create measurement tools to determine factors needed to refine the 
volunteer program 

 Manage and develop new community partnerships to recruit and support 
volunteers 

 Track organizational volunteer outreach activity  
 Collaborate with Marketing Team to manage and update volunteer outreach 

materials: including newsletters, calendar, website content and social media  
 Schedule and conduct monthly volunteer orientation sessions 
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 Maintain regular communication with volunteers 
 Manage volunteer database  
 Manage and update volunteer calendar and materials 
 Represent the agency at events that have a development or volunteer service 

focus 
 Develop and manage a system for tracking volunteer hours 
 Maintain regular communication with program staff responsible for volunteers and 

train staff as needed on volunteer management 
 Plan and conduct volunteer appreciation activities 
 Develop systems and organized procedures for volunteer activities 

 
Event Coordination 35% 
 
 Create and manage the concepts, timelines, and task lists for fundraising events, 

including the annual gala, donor appreciation dinner, and other development-
related events. 

 Coordinate all aspects of the annual gala – this includes collaboration with 
contracted event coordinators. 

 Collaborate with the Marketing Team on event concept, graphic 
design/production/printing, and event marketing 

 Negotiate costs and services with vendors; book event space, entertainment, 
arrange food and beverage, order all supplies/decorations, coordinate audiovisual 
equipment & operation 

 Secure volunteers; manage the staff and volunteers working at the event 
 Manage on-site production and clean up for events as necessary 
 Organize and manage the invitation, registration and attendee check-in processes 
 Track auction procurement and guest registration using Greater Giving software   

 
Database Administration 15% 
 
 Oversee and maintain Donor Perfect database to ensure that donor information is 

accurate and current   
 Responsible for all gift processing, record keeping, acknowledgment, reporting and 

recognition processes   
 Assist with preparing data and analysis for regular reports on fundraising results and 

monitor timelines on development projects and activities   
 Effectively use Donor Perfect, Excel, Word and other software programs to capture, 

retrieve, calculate and report data and to maintain donor lists and produce donor 
mailings   

 Prepare reports, queries and exports   
 Prepare and distribute annual donation statements   
 Oversee and train department staff in database use and operation   



 

QUALIFICATIONS   

The Volunteer and Events Coordinator will be committed to Adelante’s mission and values. 
The ideal candidate will be extremely organized and detailed-oriented with strong 
analytical, interpersonal and communication skills. Ability to multi-task and adapt to 
changing position demands are key. Other key skills include:  

 Diplomatic communicator, team player, critical thinker, problem solver 
 Superior time-management, interpersonal skills, and planning skills; being highly 

organized, and having prior experience supervising staff or volunteers is preferred  
 Strong computer skills and proficiency in word processing, database management, 

spreadsheet applications, and DonorPerfect or other fundraising software 
 Good work ethics, a flexible and non-judgmental approach to people 
 An undergraduate degree is preferred 
 Cultural competency required; proficiency in Spanish preferred 

HOURS/BENEFITS  

 Salary range: $40,000-$44,000 depending on qualifications  
 Full-time position – ability to work remotely 
 Full health and dental insurance benefits - 100% paid by employer 
 Long-term disability benefits 
 Professional development opportunities 
 Paid holidays (11.5 days annually) 
 Sick days (12 days annually)  
 20 Vacation days per year  
 Opportunity for broad and impactful work with a growing organization   

TO APPLY  

Please submit the following material electronically to Evelyn at 
ecantoral@adelantemujeres.org.  

 A one-page cover letter clearly outlining the specific skills and knowledge you bring 
to the job and why you are a good fit for this position  

 A resume detailing relevant experience, work history, education and 
accomplishments 

 Three professional references may be requested later in the hiring process 

Closing date: Open until filled   
Anticipated start date: October 2018  

Adelante Mujeres is an Equal Opportunity Employer committed to racial, ethnic, and 
cultural diversity. 
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