
 

Organization:  Sustainable Connections, www.SustainableConnections.org 

Title:  Event & Development Coordinator 

Location:  Bellingham, WA 

Term:  Full time, regular, non-exempt 

Reports to:  Administrative Manager and Development Manager 

Application Deadline:  Sunday, March 12, 2017   

 

Summary 

Join Sustainable Connections, an entrepreneurial non-profit organization that works with dozens of partner 

organizations and over 2,000 businesses a year to transform and model an economy built on sustainable 

business practices. Provide your exceptional organization and communications skills to support a community 

of business innovators in green building, local food, sustainable practices, energy efficiency, supporting 

independent businesses, and mentoring a new breed of entrepreneurs that have designed their businesses 

with a sustainable vision. Sustainable Connections is a growing, results-oriented, small team workplace 

located in downtown Bellingham. 

 

The Event & Development Coordinator reports to the Administrative and Development Managers, working 

closely with program managers and our communications team. This role is responsible for supporting the 

work of our various programs, splitting time between event coordination (including volunteers and interns) 

and providing development support. 

 

The ideal candidate will be passionate about connecting people with the work of Sustainable Connections 

through coordinating outstanding events; building relationships with great volunteers and vendors; and will 

have a knack for juggling all the little details. 

 

 

Essential Responsibilities 

 

Event Coordination (~70%) 

 

This position coordinates and runs a wide variety of events—from a two-day Eat Local First multi-event 

weekend, to our Sustainable Design and Development day-long conference, to putting together a monthly in-

office Happy Hour for our Board and Staff (to name a few). Whether small or large, Sustainable Connections 

has a legacy of putting together memorable and engaging events. This role has the opportunity to work with 

all program areas and members of our staff, as well as many great volunteers and local businesses. 

 

 Provide event coordination and ensure high quality delivery for key annual organizational events: 

o In collaboration with program manager, coordinate all event logistics and timelines, including 

planning and managing budget, working with vendors, booking venues, coordinating with guest 

speakers, etc. 

o Manage event registration (through Eventbrite, Salesforce database, and website) including 

reporting 

o Coordinate event details with Communications Team for press releases and event media outreach 

plan 

o Maintain good working relationships with local venues, caterers, and other vendors 

o Lead staff member day-of event, including set-up, registration/check-in, tech support, 

troubleshooting issues, take-down, etc. 

o Compile event summaries and lead debrief 

 Support smaller events as needed (potentially to include): 

o Procure/prepare food and beverages 

http://www.sustainableconnections.org/


o Gather supplies 

o Reserve and set up/clean up event space; set up A/V needs 

 Manage event supplies and keep storage area organized 

 Maintain organization-wide events calendars (via Salesforce and website) 

Volunteer Coordination (~10%) 

 

 Volunteer recruitment, intake, management, scheduling, orientation/training, and appreciation 

 Work with program managers on intern recruitment, selection, and support 

 Send monthly Volunteer Newsletter (using MailChimp) and track volunteer work in Salesforce 

 

Development Support (~20%) 

 

 Assist with grant applications, compiling documents and composing/editing sections of grants 

 Grant reporting tracking:  maintain reporting calendar, remind program managers of upcoming required 

reporting/deadlines, and potentially assist in invoicing 

 Maintain electronic grant files in Salesforce 

 Assist with editing and mailing quarterly appeals 

 Write thank you notes and make thank you calls to donors as needed 

 Keep donor records in Salesforce up to date 

 

 

Skills & Qualifications 

 

The ideal candidate has: 

o Great passion for the mission and vision of Sustainable Connections 

o At least 2 years of experience coordinating a variety of successful events (ideally including larger events for 

50+ people) 

o Ability to adapt to unexpected circumstances and problem-solve on the fly; intuitively anticipates needs 

o Strong attention to detail and organizational skills 

o Proven competence to assess priorities, manage a variety of activities in a time-sensitive environment, and 

meet deadlines with attention to detail and quality 

o Demonstrated ability to take initiative and to work proactively and independently; excels in an open office 

environment 

o Has excellent inter-personal/customer service skills and an energy that attracts others 

o Seeks to find and recognize the best in others and works well in teams (we have a great team!) 

o Excellent writing, proofing, and communications skills 

o Computer savvy and fluent in MS Office Suite; basic working knowledge of Salesforce, Eventbrite, 

MailChimp, and/or Wordpress a plus 

o Able to be at events (often) evenings and weekends (typically no more than a few times/month) 

o Must be able to lift and carry 40 lbs over short distances 

o Highly recommend access to personal vehicle (we do have one shared company car) and must have a 

valid Driver’s License 

 

Compensation 

 

This is a full-time, non-exempt, regular position, to be compensated between $15-18 hourly depending on 

qualifications and experience.  

 



Benefits include starting with 16 days paid time off/year and a 6-day holiday break from Dec. 25-Jan. 1. 

Additional benefits include a great office space adjacent to downtown Bellingham, fun and supportive 

coworkers, a flexible working schedule, and the opportunity to help lead a nationally-recognized 

organization!  

 

To Apply:  Qualified applicants should send a cover letter, resume, one-page writing sample, and three 

professional references by email only to info@sustainableconnections.org by Sunday, March 12
th

. Please 

write “Event & Dev’t Coord. Application” in the Subject. Start date is ASAP. 

 

Sustainable Connections complies with all federal, state, and local laws which prohibit discrimination in employment. 

 

Sustainable Connections is an equal opportunity employer that believes it is the responsibility of the company and all 

its employees to ensure there is no discrimination against any employee or applicant for employment based on race, 

color, religion, national origin, ancestry, age, sex, marital status, military service, sexual orientation, gender identity, 

the presence of any sensory, mental, or physical disability, genetic information, or any other protected status. 
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