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Hands On Nashville 
37 Peabody St., Suite 206 
Nashville, TN 37210
	Title: Events Manager
Reports to: Director of Corporate Relations
Direct reports: None
Job type: Full-time, Exempt
About Hands On Nashville: Hands On Nashville works to address critical issues facing the Middle Tennessee community through volunteer-centric programming. Annually, HON connects thousands of volunteers to service opportunities supporting area nonprofits, as well as its programs in urban agriculture, home energy savings, youth leadership development and support of public education. Hands On Nashville challenges everyone to find a way to make a difference. Website: http://www.hon.org
Position summary: The events manager works as part of a team executing Hands On Nashville’s corporate volunteer projects and community-wide special events, such as Hands On Nashville Day and the Mary Catherine Strobel Volunteer Awards. This position will oversee event planning and execution, cultivate relationships with community partners — corporations, nonprofits, schools, government agencies — and lead event evaluation. This position has tremendous potential to grow with the organization.
Position responsibilities: 
Primary:
· Manage 40+ projects or events per year
· Research and conduct site visits to develop potential volunteer projects
· Develop associated event materials — proposals, volunteer recruitment fliers and impact reports
· Identify scope of work in partnership with the benefiting agency
· Work with external relations coordinator to organize all logistics associated with projects including staffing, supply procurement and day-of management for projects
· Train and lead community volunteers, contractors and HON Staff
· Define and adhere to project budgets
· Develop, implement and use feedback and assessment tools to evaluate volunteer experience, impact of work, cost and benefit analysis, and alignment with organizational goals
· Solicit sponsorships and corporate funding for organization's initiatives
· Manage data related to projects or events
· Develop and secure new donors
Additional:
· Lead volunteer program management classes
· Assist communications team with development of messaging for special events
Minimum requirements: 
Education and experience:
· Bachelor’s degree
· Three-plus years’ experience coordinating and managing large-scale events or volunteer projects
· Fundraising or sales experience
Physical requirements: Ability to lift 50 pounds
Other requirements:
· Self-starting, get-it-done attitude
· Creative, critical thinker with the ability to work independently and with a team
· Customer-service oriented professional
· Passionate about meeting community needs through volunteerism with an understanding of corporate social responsibility strategies and practices
· Flexible schedule, including the ability to work occasional evenings and weekends with some overnight travel 
· Reliable transportation
Skill competencies:
· Multitasking ability and effective organizer of complex processes
· Superior written, verbal and interpersonal communications skills with diverse stakeholders
· Effective presentation skills
· Proficient with Microsoft Office Suite
· Comfortable working in a relational database
Contact information and procedure: 
Please submit resume and cover letter to Allison Lott, Office Manager. No phone calls, please. RESUMES SUBMITTED WITHOUT COVER LETTERS WILL NOT BE CONSIDERED.
Required experience:
· Coordinating and managing large-scale events or volunteer projects: three years
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