
United Way of Union County 

Date:  

Position Title: Event Coordinator 

Name of Employee:  

Main functions:  
 

To coordinate United Way events, participation in Community events and provide clerical support in the United Way office.  

Reports to: Executive Director 

Duties: 

 Work with United Way Staff and Volunteers to plan events that provide a service to the community, raise funds 

toward the United Way’s mission and/or raise public awareness of the United Way of Union County. 

 Coordinate all details pertaining to events United Way participates in as either the lead agency or participant.  These 

include but are not limited to Community Care Day, Putt FORE Kids, Billiards for Books, All Ohio Balloon Festival, 

Game Day 5K, School Supply Drive, campaign recognition events, Taste of Marysville and other community events. 

 Recruits new volunteers for events and maintains a comprehensive database of all event volunteers 

 Maintains accurate volunteer job descriptions for each event. 

 Track, recruit, and do all follow-up communications with volunteers for each event. 

 Annually evaluates events with Staff and Committees to ensure viability.  Look to enhance current events and 

opportunities for other events. 

 Prepares appropriate press releases regarding events for inclusion in newsletters and/or other media resources. 

 Prepares a brief written report following each event. 

 Assists with duties in the office as assigned 

Working conditions: 

 Work weeks are 5 days, Monday to Friday, from 8:00 am to 4:00 pm, with potential for flexibility 

 United Way Event Coordinator will be required to work outside of the above stated hours to participate in 

events the organization is involved in 

 This is a salaried position 

 Full-time, year-round 

 Benefits include health insurance, dental, vision, long-term disability, life insurance and retirement. 

 Paid time-off per the organization’s personnel policies 

Employment Requirements: 

 Experience in event coordination 

 Outgoing in nature 

 Able to follow instructions and work well with volunteers 

 Proficient spoken and written English 

 Punctual, meticulous and reliable 

 Courteous manners with the public 

 Proficient with Microsoft Office products 

 Willing to learn and become proficient in computer programs used by the organization. 

 

 


