
Our innovative and growing company is looking for a special events manager. To
join our growing team, please review the list of responsibilities and qualifications.

Responsibilities for special events manager

Track revenue for fundraising campaigns, maintain financial reports and
income charts analysis of revenue
Coordinate timely gift processing and acknowledgements with Development
Assistant for donors
Support communications functions, including devising outreach
communications plans for development and fundraising activities, as needed
Researches, identifies, cultivates and solicits new and existing donors for
monetary and/or in-kind gifts to support all chapter special events
Working with community volunteers in planning and executing
Assist in implementing and enhancing all programs while facilitating the
engagement of strategic events within the content of the University’s mission
Have university-wide responsibilities, perspectives and acts as liaison
between the Chancellor’s office and key leadership within the University
donors and alumni (i.e., chapters, special interest groups and alumni
associations) and internal and external constituencies
Responsible for implementing and participating in a variety of alumni and
development activities, other strategic events on and off campus
Participates in department planning, implementation and communication
Work collaboratively and support an environment within the Chancellor’s
Office which facilitates communication between the various schools and
colleges, the University administration, faculty and the students, alumni
groups, and various donors and prospective donors to plan and implement
event programming
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A minimum of 10 years of progressive experience working in the investigative
and special event security field, such as a corporate investigator or law
enforcement officer
Must be familiar with investigative technologies, such as video systems, case
management software, and forensic evidence collection equipment and well
as the elements of a well document event security operations plans
Must understand security concepts, protocols, “industry best practices” and
strategies
Experience developing policies, procedures, standards and guidelines
Excellent oral, written and interpersonal communication skills, including the
ability to communicate effectively with project teams, management and
external stakeholders
Must have business experience, understand business drivers and be able to
translate business needs into workable project plans


