
[image: ]Events and Marketing Coordinator
Job Description – May 2026
[bookmark: _GoBack]Are you looking for an opportunity to be a part of an organization that positively impacts the lives of cancer patients and their families? The GRACE Cancer Foundation is currently seeking a full time Events and Marketing Coordinator to provide event, marketing and volunteer coordination for the GRACE Cancer Foundation.
Position Responsibilities:
 Coordinate, plan, and implement GRACE Cancer Foundation Fundraising events.
 Establish and maintain relationships with donors, vendors, community members, media, participants and volunteers
 Promote GRACE to increase attendance at events, increase public and donor recognition of the Foundation, and increase Foundation donations. 
 Oversee, manage and coordinate GRACE Cancer Foundation Marketing, including but not limited to: video creation, social media, publication design, annual report creation, mailers, invitations and programs.

 Maintain event records, vendor/sponsor invoices, event outcomes and reports.
 Maintain event and volunteer correspondence to include mailing lists, thank you letters, reports and other timely written and verbal correspondence.

 Ensure events run smoothly and result in a positive experience for volunteers and participants.
Position Qualifications:

 Associate’s degree or higher preferred.

 Minimum two years of successful event planning and volunteer management experience preferred.

 Minimum two years of marketing/advertising, social media or related experience preferred.

 Must be detail-oriented and organized, ensuring quality and consistent output.

 Self-starter with strong organizational, project management planning and time-management skills.

 Proficient in Microsoft Outlook, Microsoft Office, Adobe Creative Suite (InDesign, Photoshop proficient), Canva, CRM Software, Event Management Software, Recordkeeping and Database Management.

 Excellent communication skills, both written and verbal.

 Ability to maintain confidentiality, credibility and use professional discretion.

 Self-disciplined and accustomed to working both independently and with others.
 Ability to represent the Foundation and its events in a positive, professional manner to sponsors, volunteers and the public.
 A passionate commitment to the mission and community.
Hours: Generally 8:00 a.m. – 4:30 p.m., with some evening and weekend hours for scheduled events. 
The application is available at GRACEFoundationGI.org. Interested applicants should submit a cover letter, resume and application in person to the GRACE Cancer Foundation office.Willing to train the right candidate.
Equal Opportunity Employer
Job Type: Full-time
Salary: $48,000.00 - $50,000.00 per year
Benefits:
· 401(k)
· 401(k) matching
· Flexible schedule
· Paid time off
· Retirement plan
Schedule:
· Monday thru Thursday 8 am – 4:30pm, Friday 8 am – 12 pm
Work Location: 2319 N. Webb Road, Grand Island, NE 68803
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