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Donor Events and Public Programs 
 Design, develop, and execute appropriate events and activities that advance development 

strategies, in concert with key stakeholders 
 Proactively solicit ideas and identify needs from Development program areas to meet donor 

engagement and cultivation goals 
 Work with Communications team to execute marketing materials and social media campaigns 

revolved around events, including all aspects related to individuals, guest lists, as well as 
collateral materials 

 Manage invitation process including invitation design and production, development of 
invitation lists, as well as documentation of RSVPs, attendance, and post-event 
correspondence. Work collaboratively with Development staff, hosts, trustees, and other 
involved parties keeping all regularly informed throughout the process. 

 Create and lead post-event evaluation process, recommend improvements or modifications 
for next cycle. Provide event summaries and evaluations to key stakeholders and execute 
follow-up action items, including acknowledgements and detailed recap of events. 

 Track all event invitee, attendee and financial information in the Events database. 
 Manage event consultants as appropriate and serve as liaison between all involved parties. 
 Determine speakers and program topics with staff and hosts 
 Recruit and prepare speakers for program briefings and events and provide audio/visual 

support 
 Identify appropriate collateral material for events and ensure that it is prepared and available 

for guests 
 Develop project budgets and manage related revenue and expenses 
 Document telebriefings and webinars and provide access to recordings via email or our 

website 
 Maintain regular communication with partners throughout the event process from planning 

through follow-up activities 
 Research and identify opportunistic partnerships such as, presence at other organizations 

ticketed events and speaking possibilities for senior and program staff 
 Assist in supporting and implementing other development and communications initiatives 
 Supervise the Stewardship and Donor Relations Associate and the Development Writer, as 

well as volunteers, contractors, temporary employees.  
 Occasional travel required 
 

The ideal candidate will have: 
 

 Bachelor’s degree required.   
 Management experience in donor relations and stewardship with significant accomplishments 

with improving the donor experience 
 Five years’ experience in events management, preferably in a non-profit setting 
 Experience creating and managing budgets 
 Experience with a fundraising database application, preferably the Raiser’s Edge or 

Blackbaud CRM 
 Outstanding communication skills 
 Ability to work collaboratively and successfully as a member of a team 
 Ability to work with grace under pressure of multiple deadlines 
 Willingness to work a flexible schedule, including some evenings, weekends and travel as 

needed 
 Proficiency in Microsoft Windows and Office. Advanced knowledge of Word, Excel, 

Outlook and PowerPoint are required.  
 Interest in environmental and conservation issues desirable 



3 

 
Salary and Benefits 
 
We offer a competitive salary and an excellent benefits package.   We also offer an extremely congenial 
work environment and a casual dress code.  We are located in the San Francisco financial district just 
steps away from BART. 
 

To Apply 
 
Interested candidates should submit a resume along with cover letter to jobs@earthjustice.org.  Please 
include “Manager of Donor Relations & Engagement” in the subject line. 
  
NO TELEPHONE CALLS WILL BE ACCEPTED.   

Earthjustice is driven by a passion for justice, partnership and excellence. Our core values lead us to seek 
a broad range of perspectives and backgrounds to achieve our mission and to maintain an inclusive 
environment where all staff are valued and respected.  As an equal opportunity employer, we are 
committed to employment practices that ensure that employees and applicants for employment are 
provided with equal opportunities without regard to race, color, national origin, ancestry, sex, age, 
religion, physical or mental disability, medical condition, veteran status, marital status, pregnancy, 
sexual orientation, gender identity, genetic information or any other factor that is not related to the 
position. 

 
 


