
 
  

We’re Hiring a Strategic Events Manager! 
  
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  

We are seeking a passionate, dedicated, and experienced development professional to be our 
Strategic Events Manager. This qualified candidate will report to the Chief Development Officer and join 
the fast-paced and highly functioning development team who are responsible for securing over $10 
million from private support annually. This position is responsible for coordinating three large events 
and 5-10 smaller events annually. This will include the organization and management of all aspects of 
event production such as budget development and tracking, audience development, execution of 
strategies for donor and volunteer recruitment and cultivation, table placement, vendor production and 
management, site determination, and all other applicable logistics.  

Key Responsibilities 

• Responsible for the planning and execution of three major annual fundraising events including 
the Annual Gala, Spring Luncheon, and No Child Sleeps Outside campaign, along with five to 
ten smaller events. 

• Develop project plan for each event and manage critical path deliverables to ensure successful 
outcomes. 

• Recruit active volunteer committees for each event and work with event Co-Chairs, fundraising 
staff and members of the Fund Development committee in planning, budgeting, and overall 
management of fundraising events. 

• Secure event sponsorships and third party event opportunities throughout the region. 
• Maintain strict budget controls for all events and help ensure event revenue targets are met or 

exceeded. 
• Ensure that the tone and focus of events reflect the mission and values of Mary’s Place. 
• Manage all income and expense reporting for each event and prepare qualitative and 

quantitative event analysis and recommendations, working with the Development Administrator. 
• Work side by side with the Volunteer Department to oversee volunteer recruitment, screening, 

coaching, and stewardship for events. 
• Ensure that volunteers and contributors to events are acknowledged in an appropriate and 

timely manner. 
• Assist communications team with creating promotional materials and website updates and 

social media content. 
• Serve, when necessary, in the capacity of public speaker for Mary’s Place. 
• Travel to various fundraising events around the county as necessary. 
• Supervise and provide support for part-time Events Managers 

 



Skills/Qualifications  

• Bachelor’s degree or equivalent experience and 5 or more years of increasing responsibilities in 
planning, producing and raising funds through strategic, large-scale events such as galas, 
luncheons, and/or auctions. 

• Proven success cultivating, soliciting and stewarding corporate and individual event sponsors, 
and community partners to meet event goals. 

• Experience working with front-line fundraising staff to drive event success. Knowledge of donor 
cultivation, solicitation, and stewardship strategies and techniques. 

• Strong interpersonal and networking skills. Ability to initiate and build relationships with donors, 
sponsors, institutional representatives and others through phone, email and face-to-face 
meetings. 

• Self-motivation and discipline to regularly set and achieve organizational and personal goals. 
• Ability to maintain a high level of poise and professionalism in all circumstances. 
• Strong ability to work collaboratively in a team setting. 
• Excellent oral and written communication skills with high level of accuracy. 
• Excellent organizational and project management skills and superb attention to detail.  
• Strong decision-making and problem-solving skills. 
• Ability to meet strict deadlines. 
• Ability to maintain high level of confidentiality and security of donor and organization 

information. 
• Fluency in all Microsoft Office applications and strong technology skills. 
• Ability to work nights and weekends as needed.  
• Experience with Blackbaud and Raiser’s Edge fundraising platforms an asset. 
• Must have valid driver’s license, reliable access to a car, and proof of car insurance. 

 
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. 
• Efforts like 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. 
 

Details 

This is a full-time, exempt position requiring over 40 hours of work per week on average and occasional 
evening, weekend, and off-hour work. The salary range is $60,000 to $75,000 annually.        

In addition, Mary's Place offers the following benefits: 

• Medical and dental insurance with the cost for core employee coverage paid at 100% by the 
company and competitive family rates  

• Unlimited use ORCA pass for a small deduction per pay period  
• 10 days paid time off (PTO) each calendar year (accrued by pay period)  
• 10 days of sick time each calendar year (accrued by pay period)  



• 9 paid holidays (8 designated company holidays and 1 day of choice)  
• Employee Assistance Program  

How to Apply 

Applications accepted until the position is filled. Internal applicants will be given priority.  Please send 
cover letters and resume to jobs@marysplaceseattle.org. No phone calls please, only applicants 
selected for interviews will be contacted. 
 
 

www.marysplaceseattle.org 
 

mailto:jobs@marysplaceseattle.org
http://www.marysplaceseattle.org/
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