centrum

creativity in community
Job Description

JOB TITLE: Annual Fund & Events Manager

JOB STATUS: Full-Time - Non-Exempt (30 hours per week/with benefits)
REPORTS TO: Senior Director of Development

PAY RANGE: $25.00 - $27.00 per hour

Overview

Centrum seeks a relationship-focused, organized, and creative Annual Fund & Events
Manager to lead Centrum's annual fund and donor stewardship, program in support of
Centrum's mission.

Grounded in a commitment to exceptional donor experiences and meaningful
philanthropy, this position develops and implements the annual fund plan and
stewardship strategies that strengthen relationships with donors at every giving level.

The Annual Fund & Events Manager is a member of Centrum's four-person Development
team, which partners closely with organizational leadership and the Board of Trustees to
advance philanthropic support and raise more than $2 million annually. This position
primarily works in an office environment at Fort Worden and supports occasional evening,
weekend, and outdoor donor cultivation events.

Core Responsibilities:

Annual Fund

e Incollaboration with the Senior Director of Development, develop and execute
Centrum’s annual fund plan, identifying strategies and tactics to meet contributed
revenue goals.

e Manage annual fund campaigns and donor communications, including direct mail and
email appeals, stewardship communications, acknowledgment templates, and other
donor-facing materials.

e Develop and expand Centrum’s monthly giving program and other strategies designed
to increase donor participation, retention, and engagement.

e Write compelling, donor-centered communications that demonstrate the impact of
philanthropy and connect donors to Centrum’s mission, artists, programs, and
community.

e Coordinate with the Development Data & Donor Relations Manager to develop
campaign audiences and mailing lists and ensure donor acknowledgment, recognition,
and stewardship activities are timely and accurate.

e Monitor annual fund participation and engagement and identify donors with potential
for increased giving or major-gift cultivation.
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Coordinate annual fund production schedules and oversee external vendors
supporting direct mail, digital campaigns, creative services, and related fundraising
activities.

Collaborate with the Senior Director of Development, Development team, Marketing &
Communications, and other departments to ensure annual fund and stewardship
activities are coordinated, and donor commitments are fulfilled.

Participate in Development team planning and perform other duties as assigned.

Donor Events & Cultivation

Plan and coordinate donor cultivation, stewardship, recognition, and fundraising
events that strengthen donor relationships and advance Centrum’s contributed
revenue goals.

Manage event work plans, timelines, invitations, guest communications, vendors,
volunteers, logistics, and donor experience.

Serve as a key Development team partner for Centrum’s annual Gala and Benefit
Dinner, coordinating assigned components of planning and execution, including
timelines, logistics, auction activities, entertainment, sponsorship and donor support,
table and ticket sales, day-of fundraising activities, and post-event stewardship.
Coordinate with the Development Data & Donor Relations Manager on event lists,
registration, attendee tracking, reporting, and follow-up.

Partner with Program staff and other departments to create donor experiences that
connect supporters with Centrum’s artistic programming, artists, and mission.
Coordinate event-related vendors and volunteers and support on-site execution,
including occasional evening and weekend events.

Evaluate event participation and donor engagement and recommend improvements to
future cultivation, stewardship, and fundraising events.

Job Specifications

Three to five years of experience in annual giving, donor stewardship, donor relations,
fundraising, communications, or a related nonprofit field.

Experience overseeing outside vendors (mail houses, digital platforms, creative
support) preferred.

Excellent written, verbal, and interpersonal communication skills.

Strong organizational, project management, and time management skills with
exceptional attention to detail.

Demonstrated ability to manage multiple priorities while meeting deadlines.

Ability to work independently and collaboratively in a team-oriented environment.
Proficiency with Microsoft Office Suite; experience with Little Green Light or another
fundraising CRM preferred.

Ability to maintain confidentiality and exercise sound judgment when handling
sensitive donor information.

Ability to work occasional evenings and weekends in support of donor cultivation and
stewardship events.
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Core Competencies

Relationship Building & Donor Stewardship
Written & Verbal Communication

Project & Event Coordination

Collaboration & Teamwork

Organization & Attention to Detail

Customer Service

Initiative & Accountability

Adaptability & Problem Solving

Professionalism & Confidentiality

Commitment to Equity, Inclusion, and Community

To Apply
Please submit a cover letter and resume to hr@centrum.org. Applications will be reviewed
on arolling basis.

Centrum is an Equal Opportunity Employer

We encourage candidates from all backgrounds and identities to apply. Centrum does not
discriminate in employment opportunities or practices on the basis of race, color, religion,
sex, national origin, age, disability, veteran status, sexual orientation, gender identity or
any other characteristic protected by law.
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Annual Fund & Events Manager

PHYSICAL REQUIREMENTS AND POTENTIAL HAZARDS

The following identifies the physical demands and potential hazards typically encountered by this

position. The information is necessary in part to ensure compliance with the Americans with

Disabilities Act and the OSHA Blood borne Pathogens Standards. These can reasonably be

anticipated in the normal and customary performance of the essential functions of your work.

NA: Not applicable, not required of this position.

NE: Requirement is present but is not essential to the position.

O: Occasional, up to 33 percent of the time and essential to the position. (For example, a
lifeguard swims only occasionally, but it is essential that a lifeguard be able to swim.)

F: Frequent, 34-66 percent of the time.

C: Continuous, over 66 percent of the time.

NA NE o

Sitting

Walking

X[ X[ X| m

Standing

Running X

Bending or twisting

Squatting or kneeling

Reaching above shoulder level

Climbing (e.g. stairs, ladders)

x| X[ X| X| X

Driving cars, light duty trucks

Driving heavy duty vehicles X

Repetitive motion of hands/fingers X

Grasping with hand, gripping X

Lifting/carrying 10-25 pounds X

Lifting/carrying 26-50 pounds X

Lifting/carrying more than 50 pounds X

Pushing/Pulling X

Using Foot Controls X

NA NE o F C

Work in/exposure to inclement weather

Work in/exposure to cold water X
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Exposure to dust, chemicals or fumes

Work/live in remote field sites

Use of hazardous equipment (e.g. guns, chainsaws,
explosives)

Swimming, scuba diving

Work at heights (e.g. towers, poles)

Exposure to infection, germs or contagious diseases

Exposure to blood, body fluid, or potentially
contaminated materials

Exposure to needles or sharp implements

Use of hot equipment (e.g., ovens)

Exposure to electrical current

Seeing objects at a distance

Seeing objects peripherally

Seeing close work (e.g., typed print)

Distinguishing colors

Hearing conversations or sounds

Hearing via radio or telephone

Communicating through speech

Communicating by writing/reading

Distinguishing odors by smell

Distinguishing tastes

Exposure to wild/dangerous animals

Exposure to insect bites or stings

Work/travel in boat/small aircraft

Exposure to aggressive/angry people

Restraining/grappling with people

NA

NE o F C

Other:

Other:

Items checked above must be consistent with tasks listed.
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Are there any other physical or mental requirements of this position not addressed
above?

| have read and understand the physical requirements and potential hazards of this position and
am able to perform the physical requirements as stated above with or without reasonable

accommodation.

Employee Signature Date
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