
 
 

 
 

Food For Thought Events and Stewardship Manager 
 
Our Mission: To nourish and serve our community by providing healthy food and compassion to people 

living with HIV and other serious illnesses.  

Position Summary: The Events and Stewardship Manager is a new position, reporting to the 
Development Director in order to support Food For Thought’s comprehensive fundraising program. The 
primary duties of the Events and Stewardship Manager will be to coordinate all aspects of the agency’s 
special events, and to participate in and oversee the stewardship communication between Food For 
Thought and its donors. This full-time (40 hours per week) position includes excellent benefits, and will 
require some work during evenings and weekends.  
 
Position Responsibilities:  Work with supervisor, within assigned timelines and budgets, to accomplish 
the following: 
 
Special Events responsibilities: 

 Event planning 

 Serve as the primary point person in executing events 

 Oversee event budgets and timelines 

 Coordinate event logistics 

 Disseminate information and invitations, responding in a timely manner to inquiries about 
events 

 Work with Communications Associate to oversee media coverage and publicity 

 Coordinate event programs and entertainment 

 Work with Volunteer manager, identifying event volunteer needs, training and coordinating 
volunteers 

 Follow up on each event and produce a written record 

 Secure Sponsorships  
 

Food For Thought’s signature events include, but are not limited to a major fundraising event (June), 
Dining Out For Life (December), and 1-2 donor appreciation events per year. This position also 
coordinates participation in approximately ten outside events (events that benefit FFT and are put 
on by another organization). 
 

Donor Stewardship responsibilities: 

 Work with Administrative Assistant and Office Manager to enter, maintain, and analyze data in 
donor database 

 Ensure all donors are thanked in a timely manner 

 Work with staff, board, and volunteers to maintain regular communication with all key donors, 
and personally call, email, and write handwritten notes to a portfolio of donors. 

 Enhance systems to strengthen relationships with donors 
 
General responsibilities: 

 Seek continuous improvement in department processes and systems 

 Pursue continuing education and training on topics relevant to position 



 Be an active participant in the development and organizational teams 

 Maintain agency’s reputation for integrity, caring, and respect 

 Attend regular staff meetings 

 Other tasks as assigned 
 
Qualifications 

 Passion for Food For Thought’s mission 

 Two or more years of nonprofit development experience with some responsibilities in events 
and/or donor communication  

 College degree or equivalent experience 

 Strong organizational skills 

 Overall computer literacy, proficiency with MS Word and Excel, and some donor database 
experience  

 Strong communication skills, ability to speak and write persuasively 

 Comfort in speaking with different types of people  

 Attention to detail and adherence to deadlines 

 Must be able to lift up to 50 pounds 
 

Organization Description:  Food For Thought provides comprehensive nutrition services to 700 people 

in Sonoma County living with HIV and other serious illnesses. Our services include weekly groceries, 

congregate meals, vitamins and supplements, and nutrition education. We are located in Forestville in a 

beautiful building surrounded by organic gardens. FFT operates with a staff of 15 and over 600 active 

volunteers. The values of respect, dignity, compassion are deeply ingrained in the culture of the agency, 

which seeks to provide both food and love to our clients. Food For Thought has recently expanded its 

mission, and this position presents an exciting opportunity to contribute to a growing, thriving agency in 

a time of creative expansion and change. 

Compensation: This position will earn between $52,000 – $58,000 depending on experience and 
includes excellent benefits. 
 
To Apply: Please send resume and cover letter to info@FFTfoodbank.org 
 
Food For Thought is an equal opportunity employer. 
 


