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Position Description

Special Events Coordinator

Alzheimer's Association, Massachusetts/New Hampshire Chapter

Part-time (20 hours/week) 

Overview:

Founded in 1980, the mission of the Alzheimer's Association, Massachusetts and New Hampshire Chapter is to eliminate Alzheimer’s disease through the advancement of research, to provide and enhance care and support for all affected, and to reduce the risk of dementia through the promotion of brain health. The Association operates out of its main office in Watertown, with regional offices in Springfield, Worcester, Raynham, and Bedford, NH. The Massachusetts/New Hampshire Chapter is a founding chapter of the national Alzheimer's Association.

General Statement of Responsibilities
The Special Events Coordinator will play a key role in implementing and achieving the goals of the Alzheimer’s Association through its Memory Walk.  There are 13 walks in MA and NH, all held in September or early-October. The Special Events Coordinator will focus on the South Shore Memory Walk, being held in Plymouth, MA.  

Core Job Responsibilities:

· As a key staff person for the South Shore Memory Walk, work closely with volunteer leadership to support a robust and active volunteer committee.  Partnering with the Manager of the Southeastern MA Office, Recruit, engage and manage volunteers.  Attend all committee meetings and communicate regularly with all committee members.

· Strategize and collaborate with volunteers and staff, particularly the Manager of the Southeastern MA Office, to engage and steward the community in the South Shore Memory Walk.

·  Secure active participation, sponsorship and team involvement, both corporate and individual, in the South Shore Memory Walk.

· Responsible for all aspects of the South Shore Memory Walk, including ensuring that logistics and financial goals are met.  
· Serve as a resource for volunteer leadership.
· Research and follow up on inquiries and concerns raised by Memory Walk participants.

· Collaborate with other staff and departments of the Alzheimer’s Association, Massachusetts/New Hampshire Chapter to achieve organizational goals and objectives.
· Other duties as assigned.
Essential Job Qualifications:

· A minimum of a Bachelor’s degree required. 

· At least five years related experience, with proven success in special event fundraising or a related field.  Substantive charity walk experience with strong volunteer management experience desirable.

· Successful candidate must be goal-oriented.
· Superior communication skills, both verbal and written. 

· Ability to support and articulately promote the mission of the Alzheimer's Association.

· Proficiency with Microsoft Office applications.  Experience with fundraising software, preferably Raiser’s Edge, and donor database applications.  Desktop publishing and online giving software (i.e. Kintera) is a plus.
· Familiarity with Massachusetts South Shore community is a plus.
Additional Job Qualifications:

· Must have initiative and be a self-starter, with the ability to function as a member of a team.

· Ability to communicate effectively, both verbally and in writing.

· Demonstrated skill in marketing or related experience

· Ability to effectively work with diverse populations.

· Ability to prioritize and manage multiple priorities in a fast-paced environment.

· Strong and sound decision making skills and good professional judgment.

· Ability to anticipate, analyze and take advantage of growth opportunities.

· Occasional evening and weekend work required, as well as ability to travel by personal automobile to meetings.

· High level of integrity, diplomacy and initiative.

· Comfort working in small to medium sized non-profit organizations.

· Flexible and willing to step in and provide hands-on assistance as needed.

TO APPLY – please send resume to:

Vice President for Development
Alzheimer’s Association, Massachusetts Chapter

311 Arsenal Street

Watertown, MA 02472

www.alz.org/MANH
or email development@alzmass.org 
NO PHONE CALLS, PLEASE
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