
 
 
 

Events and Marketing Coordinator 
 
ORGANIZATION OVERVIEW 
The Greater Washington Community Foundation ignites the power of philanthropy, leads for community 
impact, and responds to critical community needs. Since 1973, The Community Foundation has been a 
trusted philanthropic partner to our generous donors and nonprofits working to create lasting change in DC, 
Montgomery County, Northern Virginia, and Prince George’s County. As the region’s largest local funder, we 
have invested more than $1.4 billion to build racially equitable, just, and thriving communities where 
everyone prospers. Today, our strategic focus is to close our region’s racial wealth gap so that people of all 
races, places, and identities reach their full potential.  
 
POSITION SUMMARY: 
Reporting to the Managing Director for Marketing and Communications, the Events and Marketing Coordinator 
(the Coordinator) is responsible for planning, producing, and promoting an annual calendar of engagement events 
for our donors, professional advisors, and community partners. The Coordinator manages events from start to 
finish and collaborates with colleagues to develop programming and evaluate the effectiveness of The Community 
Foundation’s engagement events program. The Coordinator serves as an internal client services provider, 
representing the marketing team and working closely with other departments to execute events that educate, 
inspire, and engage the community around our strategic vision to close the racial wealth gap. 
 
In addition to the duties described in this position description, every role at The Community Foundation is 
expected to contribute to the overall success of the organization and its goals. This may mean that team 
members are asked to take on other tasks that may not be listed here. Examples may include working on a 
project or specific task outside of your standard area of responsibility, such as participating on an organization-
wide task force or special initiative or being asked to support a colleague when needed. Any additional tasks will 
be determined by the manager of this role in coordination with the leadership team. 
 

ESSENTIAL FUNCTIONS & RESPONSIBILITIES 
• Plan an annual calendar of in-person, hybrid, and/or virtual engagement events, ensuring a consistent and 

quality participant experience across the region.  
• Serve as the point of contact for The Community Foundation’s event planning firm(s) and collaborate on 

the coordination of three annual fundraising galas. 
• Secure and coordinate with event venues and manage contracting and budgeting with vendors and 

caterers.  
• Provide on-site management of event logistics, troubleshooting issues as needed to ensure a seamless 

participant experience. For virtual events, the Coordinator is responsible for handling the platform setup 
process and all technical logistics. 

• Work with the Development and Community Investment teams to develop event concepts, consult on the 
right format or setting, select event dates/times, conduct speaker prep and rehearsals, manage 
registration, and create the run of show. 

• Help promote event programming by developing messaging, coordinating collateral, crafting the 
marketing plan, conducting outreach, and more. 

• Conduct After Action Reviews using data and feedback gathered from participants and colleagues to 
enhance the event experience and evaluate the effectiveness of events in engaging priority audiences to 
deepen relationships.  

• Collaborate with colleagues to develop and promote events tied to The Community Foundation’s 50th 
anniversary and capital campaign. 



 
 

• Provide admin support for event-related donor stewardship, such as adding participant information into 
our database and ensuring it is being tracked appropriately as a part of the moves management process. 

• Other duties as assigned. The Coordinator will provide admin support to other marketing team programs 
and will occasionally provide event-related counsel and support to other teams at The Community 
Foundation. 

 

DESIRED SKILLS AND EXPERIENCE 
• Undergraduate degree in communications, PR, marketing, business, or other relevant discipline. 
• At least three years of relevant marketing and event planning experience.  
• Excellent interpersonal skills with the ability to create a positive and seamless event experience. 
• Proficiency in digital events platforms and other related technology tools. 
• Excellent verbal and written communications skills.  
• Active listener that is comfortable with sometimes difficult conversations. 
• Exceptional project management skills, strong attention to detail, good judgment, flexibility, and ability to 

manage simultaneous projects while still meeting deadlines.  
• A creative thinker that is willing to seek out new approaches to routine operations, calmly problem-solve 

challenges, and effectively collaborate as a team player. 
• Must have experience with Microsoft Word, Excel, and PowerPoint. Should be knowledgeable of web and 

email management tools. 
• Ability to manage budgets and to understand and negotiate contracts. 
• Knowledge of the Greater Washington region and its philanthropic community and civic organizations 

preferred. 
• Fundraising and/or sponsorship experience a plus. 
• Available to work nights or weekends, on occasion. 

 
 
Salary and Benefits:  
Salary starts at $57k and is commensurate with experience and qualifications. Excellent benefits package, including 
company-paid health, vision, dental, and life insurance for employees; Flexible spending accounts; Identity Theft, 
Critical Illness coverage, Universal life and long-term care insurance and retirement plan with employer match; 
Twelve paid holidays; Flexible work schedule. 
 
How to Apply:  
Please submit a resume and a cover letter, including your salary requirements and forward to 
HR@thecommunityfoundation.org.  
 
 
The Greater Washington Community Foundation is an Equal Opportunity Employer. All qualified applicants will 
receive consideration for employment without regard to race, color, religion, gender identity, sex, national origin, 
disability, or protected veteran status. 
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