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PART-TIME
 FUNDRAISING ASSISTANT POSITION
SCOPE OF POSITION
The successful candidate will be responsible for leading the fundraising responsibilities specific to event management, sponsorships, and donations for the Shine a Light on Our Community Gala Event, to be held in April 2019.
The successful candidate must commit to work within NROCRC’s model of Community Development.

JOB DESCRIPTION
· Project lead on NROCRC’s Shine A Light on Our Community Gala Event

· Assist with NROCRC sponsorship and fundraising development
· Contact potential sponsors and donors

· Participate in event committee meetings

· Assist with event ticket sales

· Work closely with other members of the fundraising team

· Maintain database of donors and sponsors

· Responsible for media and other event promotions

· Perform other administrative related duties as requested;
QUALIFICATIONS
· Successful completion of a college level fundraising management and/or event planning diploma and/or equivalent of several years of experience in assisting with the administration of fundraising events
· Experience with public, preferably in a community-based organization;

· Excellent phone and people skills;
· Proficiency with Microsoft Office Suite essential;

· Demonstrated knowledge, skills and abilities to work effectively in cross-cultural situations;

· Excellent communication skills (both verbally and in writing) with clients, staff, business and community professionals;

· Demonstrated ability to prioritize and multitask;

· Ability to work in a fast-paced environment with daily deadlines;
· Good judgement, strong interpersonal, organizational and time management skills;

· Excellent capacity to work independently as well as within a team setting;
· Bilingualism would be considered an asset.
SALARY/HOURS
· $25.00 per hour

· 21 hours per week, Mid November 2018 to May 31, 2019 (flexible hours)
Please submit your resume and a cover letter informing us-- why you would be best candidate for this position. 
Also, include your name in the subject line of your email.

Reply to: 
Janet Donovan, Operations Manager
By email:
jdonovan@nrocrc.org  
Closing date: 
4:00 p.m., Wednesday, October 24, 2018
We would like to thank all candidates for applying, however, only those selected for an interview will be contacted directly. Due to the high volumes of interested applicants, we will not be able to receive phone calls asking for more information on available positions. 

NROCRC is an equal opportunity employer committed to building a diverse work team representative of the community we serve. 
NROCRC welcomes applications from people with disabilities. Accommodations are available on request for candidates taking part in all aspects of the selection process.
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