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Events Coordinator 	- Fort Bend ISD Education Foundation
Reports to:  Executive Director						Status:  Full Time - Exempt		
Salary Range 40,000 to 50,000 annually   				             Terms 226 Days + vacation	
Location – Fort Bend ISD Administration Building, Sugar Land, TX
Primary Purpose:  
· Planning, organizing, facilitating, development and administration of Foundation fundraising events, including but not limited to the Golf Tournament, Sugar Shindig and Gala. The events above are well established and have a thoroughly developed task map/timeline.
· Oversees the Alumni Association recruitment efforts and website updates.
· Create publicity for fundraising events.
· Demonstrates proficient levels of technology applications.
For example - mobile bidding platforms, event software and CRM (such as Salesforce)
· Data entry into CRM and end of month/year reconciliation/tax receipts.
· Liaison with donors to ensure their needs are fulfilled.
· Other duties as assigned.
Experience
· Bachelor’s Degree (Marketing, Public Relations or Business concentration preferred)
· Fundraising experience in not-for -profit sector or related field.
 Qualifications
· Proven history of meeting or exceeding fundraising goals.
· Ability to provide effective oral and written correspondence, proposals, marketing materials, grants, and solicitations.
· Work effectively with volunteers and committees to manage people, organize, plan, and implement projects and activities appropriate to further the organization’s goals.  
· Strong interpersonal, presentation, and communication skills.
· Strong computer skills, including Microsoft Suite, Adobe, Excel and PowerPoint
Working Conditions
· [bookmark: _GoBack]Available to attend occasional evening meetings and some weekend work required.
· Ability to work with frequent interruptions and maintain control under stress.
· Lifting is required.

Please e-mail resume, references, and cover letter to
fbef@fortbendisd.com   No phone calls please.  Until Filled	
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