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POSITION DESCRIPTION 

EVENTS & FRONT DESK COORDINATOR 
 
Status: Part-time, 32 hours per week  
Reports to: Executive Director 
 
Objective of Position: 
The Events & Front Desk Coordinator is responsible for the planning, organization, and execution of 
fundraising events for AVA Care. These events offer opportunities for donors to engage and support the 
ministry’s mission. The Events Coordinator works collaboratively with board of directors, staff, and volunteers 
to achieve the organization’s goals by promoting a positive image of the organization in the community, and 
increase philanthropic sources of income to help position the organization to reach the women that can 
benefit from the services offered. This position also coordinates front desk operations, greets visitors, assists 
in scheduling appointments, and processes patient intake paperwork. 
 
Mission Statement: 
We are a non-profit medical clinic that provides relevant testing services, education, and hope to those at risk 
of or facing undesired pregnancy. 
 
Vision Statement: 
To be the most trusted source of care for those facing sexual health and pregnancy decisions in our 
community. 
 
Other Expectations:  
Some adjusted days, evenings, and weekends will be required.  
 
Qualifications: 

1. Bachelor’s degree preferred, preferably in business, marketing, communications or humanities, or an 
equivalent combination of education, experience, or training that would be equivalent to a Bachelor’s 
degree. 

2. Minimum two years experience in a non-profit preferred. 
3. Must be a committed Christian who demonstrates a personal relationship with Jesus Christ and is 

active in a local church. 
4. Must demonstrate clear commitment to the sanctity of human life. 
5. Agreement with and commitment to uphold AVA Care’s Statement of Faith & Principles, Core Values, 

Pledge of Confidentiality, and policies of AVA Care. 
6. Dynamic and constructive human relation skills required. 
7. Excellent written and oral communication skills required. 
8. Experience and competence in event planning and working with volunteers preferred. 
9. Strong competency with Microsoft Office, database programs & email required. 
10. Self-motivated, dependable, creative, resourceful and responsible. 
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11. Ability to establish goals and meet deadlines. Ability to organize and perform daily work and special 
projects independently required. 

 
 
 
 
 
Major Duties and Responsibilities: 

 
1. Resource Development and Fundraising Support 

a. Develops an outlined plan for fundraising events, based upon meeting set goals and objectives 
from the Executive Director and Board of Directors. 

b. Coordinate administrative details for all fundraisers, including documentation, notebooks, 
underwriting, and RSVP’s/registrations. Identify opportunities for improvement for events for 
following year. 

c. Secure underwriting for fundraising events according to budgeted goals. Identify methods to 
increase corporate underwriting. Develop ongoing relationship with event underwriters. 

d. Work with graphic designer and printer for design and printing of all print materials related to 
fundraising events.  

e. Provide coordination for any other fundraising/special events such as Giving Tuesday, Great 
Community Give, and any others as specified by Executive Director. 

f. Coordinate scheduling of speaking engagements in churches for SOHL Sunday as well as 
throughout the year. Schedule pastor visits at AVA Care with the Executive Director. Participate 
in speaking engagements as needed or requested. 

g. Maintain and update regularly church spreadsheets related to church partnership and 
fundraising. 

h. Document donor correspondence in database. 
i. Oversee MinistrySync, FundEasy, Stewardship Technology, and other donor giving platforms 

for appropriate set up, layout, and tracking for each event. 
j. Analyze and identify next steps in communication and cultivation process for donors and 

churches, based on guidelines set forth by Executive Director. 
k. Compile and submit requested post-event analysis (in coordination with Operations 

Coordinator) per event for Executive Director and Board of Directors. 
l. Represent AVA Care to the community through speaking engagements, community outreach 

events, etc. 
 

2. Office Responsibilities 
a. Provide front desk coverage including greeting visitors, processing patient intake paperwork, 

and assisting in scheduling patient appointments.  
b. Recommend and develop ongoing procedures and proficiency in front desk operations as 

needed. 
c. Ensure front desk area is neat and organized presenting a professional impression to all visiotrs 

and patients. 
 

3. Team Development 
a. Build and nurture pleasant relationships with all staff and volunteers. 
b. Exhibit a teachable spirit and humility. 
c. Exhibit positive influence and encouragement to all staff and volunteers. 
d. Demonstrate open and honest communication with staff. 
e. Demonstrate willingness to serve in any area necessary. 
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f. Attend and constructively participate in staff meetings. 
g. Work to maintain a professional environment in AVA Care at all times. 

 


