
 

We’re Hiring a Part-Time Event Coordinator! 
 
Mary’s Place provides safe and inclusive shelter and services for women, children and families on 
their journey out of homelessness. We operate a women’s day center and several 24x7 family 
centers/shelters in King County. We serve hundreds of families–moms, dads, and children–
providing a safe place for them to be inside and together at night, along with food, showers, clothing, 
and access to housing and employment resources. We believe that no one’s child should sleep 
outside. 

Valuing diversity and championing equity are core values at Mary’s Place. Mary’s Place is an equal 
opportunity employer with a culturally diverse work environment and a commitment to social justice. 

 
Position Description 

The Event Coordinator reports directly to the Strategic Events Manager and works in collaboration 
with the Development team to coordinate all fundraising, donor appreciation, and community-
building events for Mary's Place.  
 
Key Responsibilities 
 

• Plan, implement, and follow-up for all special events and fundraisers 
• Collaborate with Volunteer Engagement Director to recruit, train, supervise, and acknowledge 

volunteers to staff Mary's Place events 
• Coordinate and manage event logistics, including management of event vendors/contractors 

and ticket sales 
• Work with the Communications team to develop event materials and promotional activities 
• Assist in procurement of items for silent auction, live auction, prizes, and in-kind donation 

solicitations for each event as required 
• Assist the Executive Director and Chief Development Officer in other fundraising activities as 

necessary 
• Assist in the recruitment, cultivation, and management of event sponsors 

 

Skills/Qualifications  
 

• Bachelor’s degree or equivalent experience along with 3+ year’s experience in event 
planning, execution, and/or management preferred 

• Proven ability to form positive relationships with guests, vendors, volunteers, and donors 
• Clear and professional communication skills  
• Exceptional organizational skills 
• Proven ability to multitask, set priorities and meet deadlines 
• Ability to work successfully in a collaborative, team-oriented organization 
• Proficiency with Microsoft Office suite required; experience with Raiser’s Edge/NXT and 

Greater Giving a plus! 
• Able to proficiently speak, read, write, and understand English 



• Highly motivated, resourceful, flexible, and possesses a positive attitude and sense of humor, 
even under pressure 

• Attention to detail, interacting with others in-person and through email, using critical thinking 
skills to strategize, develop and implement business plans, create and edit documents, listen 
and participate verbally at meetings. 

• Ability and willingness to work a flexible schedule as needed, including occasional nights and 
weekends 

• Must have valid driver’s license, reliable access to a car, and proof of car insurance 
• Strong understanding of/commitment to the Mary’s Place mission of empowering women, 

children, and families experiencing homelessness 

Physical Requirements 
 
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. 

 
 While performing the duties of this job, the employee is regularly required to talk and hear. 
 The employee is frequently required to stand, walk, use hands to finger, handle, or feel, type, 

and reach with hands and arms; and requires the ability to occasionally push, pull, lift and/or 
carry supplies up to 25 pounds. 

 Work takes place in a social services environment where long periods of sitting, working on a 
computer, walking to various work areas, going up and down stairs, and standing are 
required. 

 Travel to program sites and meetings outside the office and around the county are 
necessary. 

Details 

This is a part-time, hourly position, with some weekends, evenings, and holidays required. Salary is 
DOE.  

Mary’s Place is an Equal Opportunity Employer.  

How to Apply 

Applications accepted until the position is filled. Please send cover letter and resume to: 
lea@marysplaceseattle.org. No phone calls please; only applicants selected for interviews will be 
contacted. 
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