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Special Events & Volunteer Coordinator 

 
I. SUMMARY 

 
The Special Events & Volunteer Coordinator reports to the Development Officer and is a core member of the 
fundraising team.   

 
II. ESSENTIAL JOB FUNCTIONS 

 
The Special Events & Volunteer Coordinator’s primary duties are: 
 
1. EVENTS.  Plan, execute, and manage the majority of Turtle Bay’s fundraising events (including budgeting and 

reporting).  Excludes the Turtle Bay Auction. 
2. VOLUNTEERS.  Promote, recruit, and manage Turtle Bay’s Volunteer Program.  

 
Key to this position is the ability to be proactive, outgoing, and highly organized with excellent attention to detail.  
Must establish and maintain positive relationships with vendors, volunteers, donors, event staff, grantors, fellow 
employees and the public. 

 
1. Events 

 Serve as the primary member of the Development team to budget, plan, promote, implement, and 
report on/analyze fundraising events.   

 Supervise and foster positive relationships with all event committee volunteers.   

 Conduct event-related “asks” to individuals and businesses.  This includes: event sponsorship 
solicitation, requests for in-kind donations, negotiating vendor contracts and/or agreements. 

 Responsible for achieving the projected revenue for each event as outlined in each event budget. 

 Plan and execute 3 annual Turtle Bay fundraisers – not including the annual Auction. 

 Serve as the primary member of the Development team to plan, promote, and implement all donor 
exhibition openings (approx. 3 per year). 

 Supervise event committees and volunteers. Recruit new members when possible and help to 
“friend-raise”. 

 Smaller events and receptions as assigned. 
 

2. Volunteer Program 
Work to promote the volunteer program, receive and review inquiries from new, potential volunteers; 
arrange interviews; provide general park orientation and placement if appropriate, and oversee time tracking 
and reporting for motivation and recordkeeping as detailed below:   
 

  Recruitment 
Develop a strategic recruitment plan based on staff needs.  Receive staff requests for volunteers and 
recruit accordingly. Promote the volunteer program through outreach and partnership efforts 
throughout the community, searching for new ways to partner with businesses, schools, local work  
 



 

 

 
programs, etc.  Produce and maintain materials for the volunteer program, including the Volunteer 
Handbook and job descriptions.  Coordinate with Marketing & PR Manager to utilize media to recruit.  

 
  Screening and Placement 

Conduct interviews and background checks (when appropriate) for incoming volunteers. 
Connect volunteers with appropriate department(s) for placement. 

 
  Training 

Develop, coordinate & schedule general park training program for all incoming volunteers (adult and 
teen).  Coordinate orientation to ensure the policies in the Volunteer Handbook are reviewed with all 
volunteers.  Work with appropriate internal staff and/or external contacts to develop additional 
educational opportunities for volunteers. 

 
  Motivation  

Ensure that “thank you” communications are sent to volunteers for all events—either by the 
department manager or by the staff requesting volunteer assistance.  Develop, implement and 
evaluate an appropriate tracking system for hours worked by all volunteers, including database 
input, and reporting.  Administer the volunteer incentive and recognition program, including name 
tags, reward pins, special trips, and other benefits.  Continually evaluate the volunteer incentive 
program with staff and make adjustments as warranted.  
 

  Communication 
Maintain ongoing weekly e-mail communication with active volunteers to inform them of current 
volunteer news, trainings and opportunities, as well as general Turtle Bay Park news and events. 

 
  Supervision 

Organize and supervise volunteers at major special events such as Kool April Nites, Auction, Walk this 
Way, and other park-wide events as needed.  
 

III.  FUNDRAISING 

 Work to identify and secure event-related sponsors for event underwriting, in conjunction with the 

Development team and considering each event’s budgeted revenue goals.  

 Assist with annual contributed income goals for individual and corporate sponsors through entry-level asks. 
Work with Development Officer each year to set goal. 

 

IV. DEPARTMENT SUPPORT 

 Assist with outreach booths as needed. 

 Provide backup assistance, as needed, to process daily contributions and generate appropriate 
acknowledgments. 

 Manage memorial/honorary bench program. 

 Maintain confidentiality about donors, board members, staff, and other sensitive organizational issues. 

 Possible grant research, writing, and reporting; and additional support to the Development team as assigned, 
with the objective of contributing directly to the organization’s short- and long-term fundraising goals.   

 Additional duties as assigned. 

 

 

 

 

 



 

 

V. STRATEGY & BUDGETING 
Oversee and manage development team efforts to plan, promote, budget and implement successful fundraising 
events.  Regularly evaluate events to improve upon processes, activities, themes, etc. to continue to produce 
relevant and successful outcomes (participants and revenue).  Successfully create, report, and maintain the 
Events and Volunteers budget.   

 
VI. EDUCATION AND EXPERIENCE 

 Associate degree required. Bachelor’s degree preferred. 
 Minimum two (2) years demonstrated experience in professional event planning.  Customer support/service 

experience is also a plus. 

 Fundraising experience preferred.  Prior experience in a nonprofit setting desirable.   
 Must demonstrate some supervisory experience/knowledge/aptitude. 
 Database experience preferred (knowledge of Raiser’s Edge, a plus). 

 

VII. SUPERVISORY RESPONSIBILITIES 

 The Special Events and Volunteer Coordinator is responsible for supervision, delegation, and management of 
volunteers (in various volunteer roles), Turtle Bay staff (when working at events) and event volunteers (at 
events).  Volunteers assigned to their various departments are supervised by that department’s lead when 
they are performing department-specific duties.  However, if volunteering at an event, the Special Events and 
Volunteer Coordinator has supervisory responsibility.    

 

VIII. KNOWLEDGE, SKILLS, AND ABILITIES 

 Excellent organizational and customer service skills essential. 

 Excellent interpersonal and communication skills, both written and oral. 

 Strong computer skills necessary (Word, Excel, Raiser’s Edge preferred). 

 Flexible team player able to handle many projects simultaneously and meet frequent deadlines.   

 Must be able to project the unique goals, vision, and mission of Turtle Bay to donors, prospective donors, 
volunteers, sponsors, and vendors. 

 Previous experience in development a plus. 

 Experience working with volunteers preferred. 

 Background in a museum environment desired; knowledge of Turtle Bay Exploration Park preferred. 
 Must be able to work independently or with direct supervision and able to work flexible hours, including 

evenings, weekends, and extended, as needed. 
 Requires a valid California driver’s license and ability to provide a clean DMV report upon request. 
 
NOTE: These statements are intended to describe the general nature and level of work involved for this job. It is not an exhaustive list of all responsibilities, 
duties, and skills required of this job. 
 
 

IX. INSTITUTIONAL RESPONSIBILITIES 

All staff members play an important role in supporting and advancing the Turtle Bay’s mission and vision for our role 
in the community.  As such, we seek candidates who will share our path to: 

 Support the museum’s mission to inspire wonder, exploration and appreciation of our world, and share our 
vision of TBEP as a vibrant gathering place where our community is strengthened through education, cultural 
engagement and economic growth. 

 Uphold our core values in one’s day-to-day work including playfulness, real-world experiences, 
interdisciplinary learning, community, lifelong learning, integrity, and sustainability. 

 Contribute to a positive organizational culture based on respect, cooperation, professionalism and 
teamwork, as we strive together to achieve our mission and vision. 



 

 

 
INSTRUCTIONS FOR APPLYING:   
 
EMAIL a cover letter stating how your work experience demonstrates you are qualified for the position, a resume, 
three professional/work references including name, relationship and phone number; and your response to the 
Required Supplemental Project Question (below) to:  jcrosetti@turtlebay.org 
  
Required Supplemental Project Question: 
 
The position you are applying for requires a high degree of organization, attention to detail, planning, strategy, and 
coordination.  To help us analyze your skills in these key areas, please write an explanation for how you would tackle 
the task described below.  You may include any information needed to demonstrate your ability to successfully think 
through and plan this fundraising event.  Ideas to consider: timeline, supplies, marketing, volunteer schedule, work-
order, security, etc., etc.   There are no right/wrong answers or processes – this is your opportunity to demonstrate 
how you think through, organize, and execute a fundraising event.  We understand that you are not yet familiar with 
how Turtle Bay operates, so you can make assumptions that will not count against you. 
 
Task:  You are planning a fundraising event for Turtle Bay called:  Turtle Bay Arts and Crafts Celebration. 
This is a one-day event that will happen throughout the park from 3p – 10p in July.  (Assume that the park closes at 
3pm on the event day).  The event is a fundraiser and needs to raise $40,000 (net).  You have an expense budget of 
$4,000.  The guest limit is 1,500 (if you are selling tickets, you cannot sell more than 1,500).  Area available for the 
event:  Turtle Bay Museum (inside) and Paul Bunyan Forest camp (outside – includes amphitheater, play areas and 
mill building).  Please submit the following in writing: 

 
Describe the event in detail explaining how you would prepare for and execute the event.  Think about and explain 
how you will raise the $40,000 (net) to successfully hit the revenue goal.  Consider and explain what the event 
consists of.  What is available to do? What will make people come? What will make it a success? Etc.  You might want 
to create and submit things like: timeline, staff assignments, supplies list, task list, permit needs, etc.  
 
-------------------------------------------------------------------------------------------------------------------------------------------------------- 
 
This is a Regular Full-Time benefited position. 
Additional benefits include a membership to Turtle Bay during employment and 20% off most purchases at the 
Turtle Bay Museum Store & Nursery 
 
Applicants must be available to work flexible hours including weekends, holidays, evenings, and extended hours as 
needed.  Applicants must also be computer literate (e-mail, internet, Microsoft Office). 
 
For a more detailed job description, visit our website at: http://www.turtlebay.org/employment 
To learn more about our organization and upcoming exhibitions go to:  http://www.turtlebay.org/ 
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