
 
 

CCF Marketing/Events Coordinator 

EVENTS 
- Responsible for assisting in all aspects of event planning for the CCF Annual Gala, Annual Golf Classic, 
Annual Duck Derby and third party events benefiting the organization 
- In collaboration with the Executive Director of Development, secure event sites, manage external 
vendors and in-kind partners, and serve as the primary contact for events 
- Coordinate and attend meetings with the event chairs, planning committee and vendors 
- Plan supporting events related to larger events including sponsor appreciation parties, photo shoots, 
events for the children and families, etc. 
- Manage volunteers in the office and at event sites and provide job descriptions and supplies needed 
for volunteers to perform assigned duties 
- Recruit, track, encourage, and support volunteers 
- Communicate with parents of children with cancer participating in CCF events and collect paperwork 
and permissions for participation 
- Prepare a detailed proposed budget of expenses for each event 
- Present proposed budget to the Executive Director of Development and the Executive Board of 
Directors for approval; be prepared to justify budget requests 
- Manage the expenses of each event, including the oversight of all cash flow in and out 
- Provide regular insight to the Board of Directors and outside parties into CCF operations, particularly in 
third-party events 
 
MARKETING 
- Assist in the preparation of grant applications, donor or donor-requested information, standard CCF 
informational materials, and event-specific promotional materials 
- Implement and manage communication plans for traditional media and social media 
- Assist in design, layout, editing, production, and fulfillment of event-related materials including save 
the dates, press releases, and invitations 
- Work with the marketing company on all press releases and media for events including interviews for 
TV, print, radio, online, etc. 
- Regularly update the CCF website with fresh marketing content and shop content 
- Assist in writing solicitation letters and cold calling for in-kind donations under the direction of the 
Executive Director of Development 
- Work with the Executive Director of Development to issue sponsor gifts 
 

 



 
 
ADMINISTRATION 
- Regularly deposit cash and checks 
- Track all cash, check, and credit card donations as well as all expense receipts and check stubs; utilize a 
reporting system to track account balances 
- Issue donation tax-deduction receipts, thank-you letters, and acknowledgment cards 
- Manage the Donor Database and utilize reporting functions to target specific audiences 
- Assist the Executive Director of Development with various administrative tasks when time allows: 
schedule meetings, maintain supply inventory and order office supplies, keep records and files, data 
entry, update database, etc. 
- Train and supervise interns and part-time administrative/support staff 
- Manage Board of Directors meeting schedule 
- Prepare Board of Directors meeting agendas 
- Attend Board of Directors meetings and take thorough notes, following up with Directors after each 
meeting with detailed meeting minutes 
 
Qualifications:  
- Belief in CCF’s mission to cure childhood cancers 
- Bachelor’s degree from an accredited college or university 
- Event planning and volunteer management experience 
- Ability to prioritize multiple assignments and meet deadlines 
- Experience in bookkeeping and office administration preferred 
- Marketing, PR and media experience preferred 
- Excellent verbal and written communication skills 
- Possess qualities of professional demeanor, positive attitude, decisiveness and high energy 
- Ability to think and work independently as well as request help as needed 
- Organized, detail-oriented and high level of accuracy 
- Ability to handle sensitive information and comply with confidentiality 
- Ability to work some evenings and weekends 
- Must be able to pass a background check 

Computer skills: 
- Microsoft Office - Word, Excel, PowerPoint, Outlook 
- Expert in utilizing Social Media: Facebook, Instagram, Twitter 
- Database experience preferred 

Contact: Jennifer Arthur, Executive Director  
214-325-0200 
Jennifer@childrenscancerfund.com 
 


