
 

 
Event & Volunteer Manager 
 
 
At Children’s Health Council (CHC), we’ve been helping children and families for 60 years. Our Center, 
two schools and Community Clinic serve families in the Silicon Valley as well as the greater San Francisco 
Bay Area. Our areas of expertise include learning differences, anxiety and depression, ADHD and autism. 
We also provide excellent parent education services and parent consultations.  
 
At CHC, we uncover a world of promise and potential in every child. Using a personalized approach, we 
help your children become happier, more resilient and more successful. Our employees are encouraged 
to bring their ideas, experiences and perspectives, gleaned from their varied backgrounds, to the 
workplace. We strive to create an environment in which all employees can contribute to their fullest 
potential to make an impact in the lives of the children we help.  
 
Event and Volunteer Manager 
 
Agency Mission: 
We believe in the promise and potential of every child and teen.  Our mission is to remove barriers to 
learning, helping children and teens become resilient, happy and successful at home, at school and in 
life.  We strive to remove social emotional and learning barriers for kids and families regardless of 
language, location or ability to pay.   
 
Job Summary: 
An employee in this role is responsible for managing all events produced through the Advancement 
Office at CHC.  They are responsible for building out the agency’s volunteer group the CHC DOTS.  They 
are responsible for maintaining relationships with our community partners for co-sponsored events.  
They offer assistance for select non-Advancement related CHC events, meetings and programs.  They 
serve as primary staff liaison to the CHC Board Rocktoberfest Event Committee and The CHC Breakfast 
Committee and work very closely for the event chairs to plan and implement these two main fundraising 
events. 

 
Qualifications:   

 A minimum of 3-4 years event management experience at a nonprofit organization with an 
emphasis on fundraising events 

 A proven track record of successfully soliciting corporate sponsorships and donations 

 A proven track record of donor cultivation and stewardship 

 Experience establishing and negotiating partnerships and gift-in-kind support 

 Strong experience working with volunteer groups and Board members in a non-profit setting 
 

Essential Duties and Responsibilities:  
Events  

 Handles all aspects of the planning, organizing and coordinating of CHC fundraising, promotional 
and stewardship events 

 Creates and adheres to event project timelines 

 Manages activities of event volunteer committees 



 

 Works directly with vendors on event logistics 

 Prepares and maintains event budgets in conjunction with event committees 

 Recruits, trains and manages volunteer team to work at events 

 Secures corporate sponsorships and in-kind donations for events in conjunction with event 
committees 

 Develops and implements strategies to improve existing events to increase public involvement 

 Assists with other non-Advancement sponsored events at CHC as needed such as school events, 
large meetings and Board-related special events 

 
Community Partnerships 

 Manages and builds relationships with community and retail partners 

 Coordinates events with partners such as special shopping days and other promotions 
 
Dots Volunteer Group 

 The Dots are a volunteer based group to create a support network for CHC that can create 
awareness and advocacy of all components of the agency through community, corporate and 
social involvement 

 Acts as staff liaison and coordinator for group, in partnership with volunteer Dot Chair 

 Works with Dot Chair to schedule meetings, plan agendas and follow up on action items 

 Coordinates special Dot events such as coffees in private homes with CHC specialists 
 

Performs other related duties as required and assigned. 
 

Accountability:   
Performs tasks under minimal supervision. Ensures good relationships with a variety of people—staff, 
Board members, volunteers, donors, clients, sponsors.  Demonstrates good judgment and discretion, 
and commitment to accuracy and details. 
 
Knowledge/Ability/Skills: 

 Confident decision maker and creative problem solver; with the ability to take initiative, 
coordinate with others and follow through in a fast-paced environment with shifting priorities 
and tight deadlines 

 Ability to think outside the box, on your feet and get problems resolved in seconds. 

 Ability to multi-task and switch gears at the drop of a hat 

 Strong communication and people skills 

 Ability to work with a broad range of internal and external partners, organizations, and 
businesses 

 Experience with fundraising platforms a plus, including event/auction software and donor 
database systems 

 Above average organizational and time management skills 

 Strong computer skills 

 Excellent writing skills 

 Ability to work both independently and as part of a team 
 

Education/Training:   
Bachelor’s degree required; advanced degree preferred. 



 

 
Physical Requirements:   
An employee in this position may be required to occasionally lift, move and/or set up supplies for 
events, or stacks of documents such as marketing collateral, flip charts and other materials.  Employee 
will also be required to work for extended periods of time at a computer.    
 
Special Job Requirements:   
Occasionally required to work on evenings/weekends at special events. Must be able to drive to offsite 
meetings and events. 
 
Contact with Others:  
Interacts with department staff and supervisor, CHC staff, donors, volunteers, Board members, 
contractors and clients. 
 
Benefits: 
We value our employees’ time and efforts. Our commitment to your success is enhanced by our 
competitive compensation and an extensive benefits package including paid time off, medical, dental 
and vision benefits and future growth opportunities within the company. Plus, we work to maintain the 
best possible environment for our employees, where people can learn and grow with the company. We 
strive to provide a collaborative, creative environment where each person feels encouraged to 
contribute to our processes, decisions, planning and culture. 
 
 
 
To apply, please forward your cover letter and resume/CV to jobs@chconline.org in 
Microsoft Word or PDF format. Please reference “Event & Volunteer Manager” in the 
subject line. 
 
Children’s Health Council (CHC) supports workforce diversity. We are an Equal Opportunity Employer and believe in 
treating each employee and applicant for employment fairly and with dignity. We will provide employment 
opportunities without regard to race, religion, color, creed, national origin, gender, orientation, age, disability, 
medical condition, marital status, veterans’ status or any other classification protected by employment 
discrimination laws. When necessary, CHC also makes reasonable accommodations for employees with disabilities 
in accordance with individual needs, business realities and applicable laws. 
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