
 

  

 JOB DESCRIPTION 

 

 Position: Event Coordinator 

 Part-time: temporary 10-20 hours, June-December 2018 

 Pay scale: $20-$25/hour 

Reports to: Development Director 

 

Organization Description:  

Food For Thought (FFT) is a grassroots nonprofit that provides comprehensive nutrition services 

to 800 people in Sonoma County affected by HIV and other serious illnesses. Programs include 

weekly groceries, congregate meals, vitamins and supplements, and nutrition education. Located 

in Forestville, FFT operates with a staff of 13 and over 600 active volunteers. The values of 

respect, dignity, and compassion are deeply ingrained in the agency’s culture and services. 

Position Description:  

Dining Out For Life® Event Coordinator 

Dining Out For Life is an exciting annual fundraising event involving the generous participation 

of volunteers, corporate sponsors, and restaurants. This one-night event is Food For Thought’s 

biggest annual fundraiser. On Thursday, Nov. 29, 80+ Sonoma County restaurants will donate 

25-50% of their sales to FFT, and we will recruit volunteer ambassadors for each restaurant to 

inform diners about FFT and ask for additional donations. 

 

Please visit https://www.fftfoodbank.org/ and https://www.diningoutforlife.com/to familiarize 

yourself with this event and Food For Thought. 

 

Successful Candidates will be outgoing and great on the phone, as well as comfortable with in-

person meetings and cold calls. This position requires excellent organizational skills and detailed 

follow-up. An event management, marketing, and /or sales background is preferred.  

Time commitment: Approximately 10-20 hours per week, flexible hours - though ideally the 

person would be working at least 3 days per week, as spread out as possible (M-W-F is better 

than M-T-W). The week of the event, may require a full 40 hours per week, but otherwise it's 

pretty consistently 10-20 hours per week. 

Primary Responsibilities: 

 recruiting new restaurants and managing relationships with current restaurant partners 

 recruiting new sponsors and managing current sponsor relationships  

 collaborating with FFT’s Communications Associate to produce printed collateral 

 delegating pre-event tasks to FFT volunteers 

 coordinating with FFT’s Communication Associate on media and PR 

 coordinating volunteer ambassador trainings 

 tracking event information in our database and excel spreadsheets 

 

How to Apply: 

 Please send a cover letter describing your interest in the position, along with your resume, 

to: info@FFTFoodbank.org.  

https://www.fftfoodbank.org/
2018%20DOL%20Coordinator.doc

