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Philanthropy Events Manager 
 
Marin Humane is an equal opportunity, non-profit employer. Our mission is to transform lives through 
exceptional animal care, humane education, and advocacy.  Every day, we inspire compassion and positive 
relationships between animals and people. Our Core Values are Dedication to Animals, Collaborative Spirit, 
Courage with Compassion, Pursuit of Learning, and Celebrating Differences. 
 
SUMMARY:   The Philanthropy Events Manager (Manager) has two primary responsibilities that support our 
philanthropy programs; producing fundraising events and managing our direct response program.  In 
addition to planning and implementing two high-profile signature events, a variety of smaller fundraising 
events (house parties, etc.) will raise essential funds for Marin Humane.  Additional cultivation events 
provide essential engagement with donors, staff and volunteers.  The Manager also reviews all special 
event proposals (including third party fundraisers) to ensure all approved events comply with Marin 
Humane guidelines and interests.  In addition, the Manager is responsible for supervising our external 
direct response (direct mail, digital, etc.) vendor and works with internal staff to secure content that 
motivates donors to support Marin Humane. The position works closely with staff in the Development, 
Marketing and Communications, and Volunteer Services departments.  In addition, the Manager is 
expected to develop strong working relationships with staff, volunteers, the Chief Executive Officer, and 
Board of Directors.  He/she is accountable for accomplishing department goals, working collaboratively 
with internal and external stakeholders and supporting the mission, goals and philosophy of Marin 
Humane. 
 
ACCOUNTABILITY:   Director of Development 
HOURS:   40 hours per week  
SALARY/CLASSIFICATION:  $33.93/hr to $37.70/hr D.O.E. – Non Exempt 
Accepting internal and external application through July 1 

 
ESSENTIAL DUTIES AND RESPONSIBILITIES  
 
MANAGE THE DEVELOPMENT, IMPLEMENTATION AND EVALUATION OF MARIN HUMANE SPECIAL 
EVENTS 

• Meet established goals including but not limited to fundraising and attendance. 
• Oversee external events including lectures, house parties, seminars and other innovative events to 

increase the visibility of Marin Humane while engaging and cultivating existing and potential 
donors. 

• Review all requests received and/or promotes third party fundraising efforts to see if they are 
appropriate, worthwhile and meet Marin Humane standards 

• Research and implement innovative new events to achieve organizational goals 
• Assess existing and proposed events for viability  
• Accomplishes revenue goals with established expense budgets.  
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DONOR ENGAGEMENT AND CULTIVATION 
• Working with development staff, identify and secure annual and event sponsors for the funding of 

events including in-kind donations 
• Plays a key role in donor identification, engagement and cultivation to achieve department goals  

EVENT COMMUNICATION AND MARKETING 
• Coordinate and collaborate on the development of electronic, print and other collateral materials 

required for recruitment and promotion of event sponsors, donors, attendees and volunteers 
• Develop and coordinate event content for websites, e-newsletters, e-mail (both targeted and mass 

distribution) and other event-related communications 
• Prepare and coordinate event mailing lists, monitor responses and implement tactics to build 

attendance as needed 
• Work with Marketing and Communications department to develop and execute comprehensive 

marketing plans 

VOLUNTEER MANAGEMENT 
• Work closely with Volunteer Services department to involve more volunteers in event planning and 

implementation 
• Form committees as needed to ensure event success 
• Manage, train and develop event volunteers 
• Develop job descriptions as needed for volunteers 
• Provide more leadership opportunities for event volunteers 
• Recognize event volunteers and committees 

MANAGE MULTI-CHANNEL DIRECT RESPONSE PROGRAM 
• Manage vendor to develop and implement targeted strategies to solicit gifts from new and existing 

donors  
• Work with staff to gather and draft content for appeals 
• Invigorate donor giving at all levels with special emphasis on retention and increasing year-over-

year support 
• Collaborate with staff members to develop strategies to turn volunteers and other stakeholders 

into donors 
• Achieve annual revenue goals and key performance indicators 
• Assist the director of development to raise funds for specific programs, projects and events 

 
ADMINISTRATION AND CUSTOMER SERVICE 

• Assist director of development in management functions including preparation of budget and 
ongoing monitoring of financial activity 

• Analyze and produce monthly and annual reports 
• Promote and emulate exemplary customer service by providing courteous, prompt and responsive 

service  
• Understand, support, and articulate organization's policies and philosophies to the public in a 

positive and effective manner 
• Solve problems to assure positive donor relations 
• Foster and promote teamwork, creativity and a work culture aligned with Marin Humane mission 

and values  
• Utilize volunteers as needed   
• Serve on Marin Humane committees and manage special projects 
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SAFETY & SECURITY 

• Must be committed to a high standard of safety and be willing and able to comply with all safety 
laws and all of the employer’s safety policies and rules 

• Must report safety violations as well as potential safety violations to appropriate personnel 
• Adhere to Marin Humane’s files and records retention policies and procedures 
• Maintain appropriate files and records as assigned 

 
DESIRABLE QUALIFICATIONS: 
An ideal Candidate will possess the following knowledge, skills and abilities: 
 

• Demonstrated track record of fundraising and event production 
• Self-starter with an ability to take initiative and manage multiple priorities in a fast-paced, high-

pressure environment and meet stringent deadlines 
• Highly organized and able to plan workload to accommodate the demands of large events. 
• Strong demonstrated experience with PCs and Microsoft Office suite 
• Working knowledge of Blackbaud’s Raiser’s Edge or similar CMS 
• Demonstrated ability to maintain highest levels of confidentiality 
• Meticulous attention to detail and ability to produce error-free projects 
• Strong knowledge of nonprofit fundraising strategies, best practices and interest in building skills 
• Ability to trouble shoot and solve problems with diverse constituencies 
 

EDUCATION AND EXPERIENCE:  A typical way of gaining the necessary knowledge, skill and ability outlined 
above includes: A four-year college degree; five years’ experience in nonprofit, marketing and/or event 
production; or a combination of relevant experience and education; Experience supervising volunteers. 

 
Possession of a valid California Drivers’ License may be necessary. 

PHYSICAL DEMANDS:  The physical demands described here are representative of those that must be met 
by an employee to successfully perform the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions.  

• The employee should have no known allergies to animals that would prevent him/her from 
performing the duties as required 

• This position involves a regular amount of repetitive motion of hands and wrist 
• Ability to lift, push, pull and/or move up to 30 pounds 
• Must have close and distance vision (requirement may be met with corrective lenses); Ability to 

distinguish colors 
• While performing the duties of this job, the employee is regularly required to sit, and talk or hear 
• The employee is occasionally required to stand, climb or balance; walk; reach with hands and arms 

and stoop, kneel, crouch, or crawl 
 
WORK ENVIRONMENT:  The work environment characteristics described here are representative of those 
an employee encounters while performing the essential functions of this job.  Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
  

• Regular exposure to a variety of animal species 
• Ability to work evenings, weekends and/or holidays as business operations demand  
• The noise level in the work environment can be loud 
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• While performing the duties of this job, the employee is occasionally exposed to fumes or airborne 
particles (pet dander) and toxic or caustic chemicals 

• The employee occasionally works in a variety of environments including outdoor events, public and 
private indoor spaces and may be exposed to elements consistent with these environments 

 
BENEFITS: 
 
FULL-TIME EMPLOYEES (AT LEAST 30 HOURS/WEEK): 

• Medical/Vision Plan 
- Kaiser HMO  

• Dental Plan 
- Includes Orthodontia for dependent children  

• Domestic Partner Coverage Available (Medical and Dental plans) 
• Life Insurance  
• Long Term Disability Insurance  
• Section 125 Cafeteria Plan 
 

ALL REGULAR EMPLOYEES (AT LEAST 20 HOURS/WEEK): 
• Fitness Reimbursement Program 
• Employee Assistance Program  
• 403(b) Retirement Plan  
• Paid Holiday/Personal Days  
• Paid Vacation  
• Sabbatical Leave 

 
ALL EMPLOYEES (INCLUDING PART-TIME AND TEMPORARY): 

• Paid Sick Leave  
 

To apply, please use the following link and create an applicant account to complete application: 
https://secure.saashr.com/ta/i.MHS.careers 

 
 

https://secure.saashr.com/ta/i.MHS.careers
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