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CATEGORY DESCRIPTION 

 

DATE 

 

August 26, 2014 

 

DEPARTMENT 

 

Community Development 

 

POSITION TITLE 

 

Signature Event Planner 

 

PURPOSE & IMPACT 

The purpose of the Signature Event Planner is to increase Rehoboth CDC’s ability to provide 

quality events to the community and to ensure that the event hosted is aligned with the 

organization’s mission and strategic plan. Additionally, the planner’s purpose is to make a 

positive impact within the community as well as provide quality resources designed to 

empower and improve the lives of community members. Furthermore, the Signature Event 

Planner will coordinate the signature annual event that will highlight and celebrate 

Rehoboth CDC and to attract and raise critical funds for programming. 

 

 

SCOPE OF WORK 

The Event Coordinator will oversee and support a team to carry out designated duties. This 

staff will also work directly with the leadership team to coordinate and execute the 

organization’s annual signature event that focuses on a specific theme. Additionally, the 

Event Coordinator will concentrate on building and maintaining relationships with vendors, 

community partners and other stakeholders. 

 

 

SKILLS & ATTRIBUTES 

The Event Coordinator should possess the following skills and attributes: 

 Event planning and fundraising experience 

 Exceptional oral and written communication skills 

 Organized and pay close attention to detail 

 Ability to work under pressure with minimal supervision 

 Customer service oriented 

 Creative and innovative thinker 

 Positive attitude 

 Ability to plan and meet deadlines 

 Flexible 

 Exceptional administrative skills 

 Focus on results 

 Collaborative thinker 

 Proficient in Microsoft Office and database management 

 

 

TIMEFRAME/SCHEDULE 

Estimated time of service is one year. The schedule is flexible; however, the coordinator will 
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be required to meet with the Leadership Team bi-monthly to discuss event progress and 

updates. 

 

WORK ENVIRONMENT 

The work environment is flexible as the coordinator will be permitted to work off-site and 

teleconference most days until two months before the signature event, excluding team 

meeting days. 

 

The work culture is a collaborative and team oriented environment. The coordinator will be 

able to communicate with all staff and stakeholders via, telephone, email and in-person. 

 

 

WORK SPACE 

Majority of the work to be completed will be done off-site and remotely. The coordinator will 

have access to a stationary computer and laptop to assist in completing job duties.   

 

 

TRANSPORTATION 

Personal transportation will be required to attend meetings and other company events. 

 

 

BENEFITS 

 Mileage reimbursement of $.56 when attending meetings, workshops or events 

 Inclusion at events with CEO 

 Great volunteer position 

 Opportunity to positively impact the community 

 Professional enhancement opportunities 

 Lunch with the CEO 

 Free attendance at selected organizational events 

 Certificate of recognition 

 Ample free parking on-site 

 

 


