
 
 

National Events Manager 
Stamford, CT 
  
buildOn, an established and highly-regarded non-profit organization that works to address the education crisis here in the 
United States and in developing countries around the world, is seeking a National Events Manager to coordinate major 
fundraising events (Boston, Stamford, New York City, Chicago and San Francisco) and support Best-in-Class donor cultivation 
and stewardship efforts on the East Coast (New York and Connecticut). Reporting to the COO, this position will play an 
important role in ensuring we deliver successful, memorable events that engage existing and prospective donors and 
stakeholders. 
 
Key Responsibilities 

 Coordinate all logistics for major fundraising events including working in tandem with development officers to design 
plan, theme, and décor details, liaise with program team to design meaningful student involvement, draft run-of-
show, monitor timelines and budgets, work with communications team to design marketing materials, review vendor 
contracts, coordinate invitation and solicitation mailings, complete auction solicitation/fulfillment, support host 
committees and volunteers.   

 Serve as Executive Producer for events, including day-of point person and on-site primary contact.  

 Manage site visits, service projects, and other activities for our corporate partners. 

 Supervise a growing development operations team. 
 
Required Qualifications 

 Deep passion for the mission of buildOn. 

 Bachelor’s Degree with 3+ years event planning for a multi-million dollar non-profit organization or corporation. 

 Event management expertise including program integration, giving technology, and sponsorship benefits. 

 Strong analytic, project management, and organizational skills a must. 

 Ability to evaluate effectiveness, juggle projects and timelines, strategize, and motivate and manage volunteers. 

 Ability to multi-task, work independently, thrive in fast-paced environment and collaborate with off-site staff. 

 Excellent communication, writing, and interpersonal skills.  

 Critical thinking skills and ability to identify problems and implement sound solutions. 

 Salesforce or other CRM experience preferred. 
 
About buildOn:  buildOn’s mission is to break the cycle of poverty, illiteracy and low expectations through service and 
education. In the U.S., buildOn empowers urban youth to transform their neighborhoods through afterschool programs and 
intensive community service. Our students have contributed more than 1.5 million hours of service to their communities. 94% 
of buildOn students graduate from high school and attend college. Internationally, buildOn works alongside local communities 
to build schools in some of the economically poorest countries, including Haiti, Nicaragua, Nepal, Senegal, Malawi, and Mali. 
We have built more than 600 schools around the world. buildOn students travel to villages to participate in school 
construction and be immersed in a different culture. They return from the experience empowered to change their own 
communities and the entire world.   
 
To be considered for the National Events Manager position, please submit cover letter, resume, and salary history to 
jobs@buildon.org. buildOn is an Equal Opportunity Employer. For additional information, please visit our website at 
www.buildOn.org. 

 

http://www.buildon.org/

