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DUNELAND FAMILY YMCA JOB DESCRIPTION 

Job Title: Special Events and Development Manager    FLSA Status:  Non-exempt 

Status:  Part Time, up to 29 hours weekly, on average  

           Hybrid remote/on-site work an option     Pay:  $18 - 20 

Reports to:  CEO and CFO    Revision Date:  8/29/2022  
 

POSITION SUMMARY: 
This position supports the work of the Y, a leading nonprofit committed to strengthening the community through youth development, 

healthy living, and social responsibility. Works with the CEO and CFO to organize all YMCA events. Provides support for leadership, 

fundraising, and administrative areas to advance the YMCA’s mission through annual giving, grants, endowment bequests, and capital 

campaigns. 

ESSENTIAL FUNCTIONS: 
1. As directed by the CEO, responsible for the organization, facilitation, execution, and success of special events, across the 

association. This position will play an integral role in maintaining and growing existing special events and assisting with creating 

new events to support the needs of the association. 

2. Work alongside staff leadership, board and volunteer committee members, community organizations, external partners, and 

others, to achieve desired results for special events and other fundraising, as needed. 

3. Organize and schedule all donor engagement communications including thank you letters, emails, phone calls, and meetings. 

4. Responsible for maintaining donor information across the association, including development and maintenance of procedures for 

collecting donor information for all fundraising activities: special events, capital development, annual campaign, endowment and 

foundations.  

5. Responsible for grant writing and reporting process.  Develop a method internally to collect information needed for grant 

reporting, on a timely basis. 

6. Assist CFO with payroll processing, insurance, receivables, and retirement plan. 

7. Assist other leadership as needed. 

SPECIFIC DUTIES: 
1. Meet with and work closely with staff, board, sponsors, and organizing committees to determine objectives and requirements for 

events. 

2. Expand our sponsorship revenue by identifying and securing new prospects. 

3. Coordinate services for events, such as facilities, catering, signage, and marketing. 

4. Participate in post-event meetings to critically evaluate each fundraiser and plan for improvement. 

5. Ensure donors to all fundraising initiatives get correspondence from the CEO and other leaders four times a year. 

6. Effectively market and promote special events. 

7. Represent and promote the YMCA in the local community. 

8. Develop positive working relationships with other organizations, businesses, and YMCA staff and members. 

REQUIREMENTS: 
1. Two years of experience coordinating special events and fundraisers. 

2. Grant writing experience preferred. 

3. Strong project planning and management skills. 

4. Strong verbal and written communication skills. 

5. Self-starter with an entrepreneurial spirit. 

6. Organized and able to function independently and as part of a team. 

7. Ability to represent the YMCA with a high level of professionalism. 
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YMCA COMPETENCIES (LEADER):  

1. Engaging Community 

2. Philanthropy 

3. Communication & Influence 

 

OUR CULTURE: 
Our mission and core values are brought to life by our culture. In the Y, we strive to live our cause of strengthening communities with 

purpose and intentionality every day. We are welcoming: we are open to all. We are a place where you can belong and become. We are 

genuine: we value you and embrace your individuality. We are hopeful: we believe in you and your potential to become a catalyst in the 

world. We are nurturing we support you in your journey to develop your full potential. We are determined: above all else, we are on a 

relentless quest to make our community stronger beginning with you. 

 

QUALIFICATIONS:  
   CPR/AED, and First Aid certifications required within 30 days of hire. 

 

ABUSE RISK MANAGEMENT: 
1. Adheres to policies related to boundaries with youth. 

2. Attends required abuse risk management training. 

3. Reports suspicious and inappropriate behaviors. 

 

WORK ENVIRONMENT AND PHYSICAL DEMANDS: 
1. 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. 

2. While performing the duties of this job, the employee is regularly required to use a computer for extended periods of time and be 

able to communicate using a computer and phone/smart device. 

3. The employee frequently is required to sit and reach and must be able to move around the work environment. 

4. The employee must occasionally lift and/or move up to ten pounds. 

5. Adheres to policies related to boundaries with youth. 

6. Specific vision abilities required by this job include close vision, distance vision, and the ability to adjust. 

7. The noise level in the work environment is usually moderate. 

DISCLAIMER:  
The above statements are intended to describe the general nature and level of work being performed by employees assigned to this 

classification and subject to reasonable accommodation. This is not intended to be used as an exhaustive list of responsibilities, duties, 

and skills required of personnel so classified. This document does not create an employment contract, implied or otherwise, other than 

“at will” employment relationship. The signature indicates that you have read and understand the job description provided for the 

position. 

 

 

    
Employee Name (Printed) Employee Signature    Date 

 

 

                          
Supervisor Signature       Date 

 

The Duneland Family YMCA instills the values of caring, honesty, respect, and responsibility through programs and services that build a 

healthy spirit, mind, and body for all. 


