
Job Title: Event Coordinator
Reports to: Donor Stewardship Manager
Hours: Part-time non-exempt
Location: Fayetteville, Georgia
Travel:  5% Local Travel
Salary: $15 - $20 per hour depending on Experience
Date Effective: May 5, 2022

Position Summary: 

Under the direction of the Donor Stewardship Manager, this position serves as the primary event contact
at Southern Conservation Trust (SCT), coordinating all facets of event management. The Event &
Coordinator will interact effectively with the public, organizations, staff members, community leaders,
governmental staff, volunteers, vendors, contractors, and performers. This position requires a great deal
of independent judgment, relationship building, and organization. The Event Coordinator is required to
work some evenings and weekends.

About the Organization: The Southern Conservation Trust (SCT) is a 501-c(3) non-profit headquartered
in downtown Fayetteville, Georgia. SCT is one of the fastest-growing land trusts in Georgia and elevates
nature through the exceptional stewardship of conserved land and by providing environmental
education and access to public nature areas.

Event Development & Management: (90%)

● Leads planning, coordination, and execution of SCTs fundraising events with support from the
fundraising team.

● Effectively and professionally communicate and coordinate with staff, partners, exhibitors,
volunteers, vendors, contractors, and performers.

● Leads necessary event committees.
● Works with the Director of Operations to develop and manage approved event budgets that fall

within SCT's overall budget.
● Works with Fundraising Manager and Marketing Coordinator to provide the information needed

to promote and receive event sponsorships.
● Collaborates with the Volunteer Coordinator to schedule event volunteers.
● Responsible for operational, financial, and satisfaction assessment of SCT events.
● Manage staffing of booths at community marketing events as needed.
● Manage SCT event calendars and timelines and update staff as needed.
● Assist the Director of Nature Center with community events and outreach as requested.
● Manage the gift acknowledgment process for events tickets (non-sponsorships) writing letters,

printing, garnering signatures, making special notes and alerts
● Manage the inventory and master list of In-Kind donation requests for the annual fundraiser and

oyster roast.

● Manage Gift-in-Kind and Non-Sponsor event donations, including acknowledgment and ongoing

engagement for event attendees.

Other (10%)
● Assists in performing regular administrative duties in a timely and efficient manner; including but

not limited to recording and tracking vendor contracts and payments, reviewing, and submitting
event-related invoices for payment.



● Provides support for various office functions during peak periods.
● Monitor and respond to SCTs general phone line.
● Send out organization’s Tax Acknowledgments.

● Assists the Donor Stewardship Manager, Fundraising Manager, Marketing Coordinator and

Director of Nature Center as needed.

Required Qualifications:

● High School Diploma for GED Required, Associate degree preferred.
● 1-5 years experience in event management or related experience.
● Willingness to work frequent Saturdays and evenings as needed.
● Strong organizational, interpersonal, and communication skills.
● Proficiency with basic computer programs and event software.
● A valid driver’s license.
● Work in an outdoor environment as needed.
● Ability to exercise independent judgment and decision-making.
● Maintain professional work standards and ethics.

 
SUPERVISORY RESPONSIBILITIES:    

This position directly manages event vendors and contractors and maintains appropriate administrative
records and reports. The position will have regular interaction with the public, volunteers, the Board of
Directors, donors, foundations, city officials, and contractors.  

PHYSICAL DEMANDS:   

The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of this job.  Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functions. 

While performing the duties of this job, the employee must be able to constantly remain in a stationary
position, operate a computer and other office equipment, exchange information, move, frequently lift
heavy objects, and have the ability to adjust focus during significant computer-related work. May work in
variable weather conditions, at remote locations, on difficult and hazardous terrain, and under physically
demanding circumstances.

The Southern Conservation Trust is an Equal Opportunity Employer:

It is the intent and ongoing policy of the Southern Conservation Trust to afford equal employment
opportunities to individuals regardless of their race, color, religion, sex, national origin, age, disability, or
veteran status and to conform to applicable Local, State, and U.S. Federal laws and regulations.

How to Apply:

Please send your resume and cover letter to the Southern Conservation Trust’s Director of Happiness,
Angela Goddard at angela@sctlandtrust.org with “PT Event Coordinator” in the subject line. Applications
will be accepted until May 30, 2022.

mailto:angela@sctlandtrust.org

