
 

 

 
 

Job Announcement 
Event and Volunteer Manager 

 

 

MISSION: Rainier Scholars cultivates the academic potential and leadership skills of hard-working, low-income 

students of color. By creating access to transformative educational opportunities and providing comprehensive 

support to scholars and families, we increase college graduation rates and empower new generations of leaders.   

 

ORGANIZATION: Rainier Scholars is a comprehensive academic enrichment program that supports determined 

students of color over a 12-year journey – from 5th grade to college graduation. We seek to serve those who are 

most under-represented on college campuses and have the greatest number of barriers to achieving a college 

education: 89% qualify as low-income, 90% will be the first in their family to earn a college degree. Our four-

phase program offers rigorous academics, leadership development and personalized support for scholars, 

providing access to educational pathways and opportunities previously unimagined.  

 

By embracing our core values of Excellence, Perseverance, Integrity and Courage, our scholars propel 

themselves beyond what they and others ever deemed possible. Now in our 17th year with a budget size of  

$4.2 million, a staff team of 30 FTE and 700 scholars and families whom we currently serve, Rainier Scholars has 

established a positive brand for our unwavering commitment to education, proven success rate and sustainable 

impact. We grow new generations of diverse college graduates, career professionals and community leaders.  

        
 

 

 

 

 

 

 

 

POSITION SUMMARY: As an integral member of the development team, this position offers a unique 

combination of leadership and support with events and volunteers. Job responsibilities align with corporate 

partnership and engagement strategies, fundraising events and activities, as well as opportunities to work with 

program participants, alumni and community members. 
 

Responsibilities: 

 Plan, manage and execute corporate-driven events (e.g., the Spirit of 12 Partners, Bricks & Books 

Auction and the Career & Internship Expo), with primary responsibility for volunteer recruitment and 

management, promotion, registration, event logistics and reporting 

 Provide event and volunteer support for the Annual Luncheon 

 Support the efforts of the Alumni Council by identifying volunteer opportunities for alumni engagement 

and offering assistance with alumni-sponsored events 



 

 

 In partnership with the Marketing & Communications Manager, draft event and volunteer-related 

communications for inclusion in tour packets, newsletters, annual reports, website and social media 

 Provide leadership and direction in designing and implementing overall volunteer program to meet 

organizational needs and goals, creating job descriptions for skill-based volunteer positions 

 Work in partnership with Corporate Giving Officer to align effective and creative opportunities for 

corporate engagement 

 Represent Rainier Scholars at volunteer fairs and business/partnership events 

 Coordinate volunteer tracking system, provide data for annual reporting and maintain database with 

volunteer information and activities 

 Respond to volunteer inquiries and referrals from executive leadership and board members, managing 

steps to engagement, communicating progress and match recommendations 

 Design and implement ongoing volunteer recognition plan, managing swag inventory, thank you gifts for 

volunteers, and possibly an annual event 

 

The successful candidate will be able to: 

 Demonstrate strong organizational skills, time management, attention to detail and follow-through 

 Prioritize and manage projects effectively, take initiative, show resourcefulness and flexibility 

 Possess excellent written, verbal and interpersonal communication skills 

 Establish rapport with volunteers of diverse backgrounds and skill sets 

 Support the culturally, racially, linguistically, and economically diverse population we serve 

 Show exceptional judgment and integrity, including maintaining confidentiality as appropriate 

 

QUALIFICATIONS: 

 Bachelor’s degree is required, additional training or coursework in event management is desired 

 Minimum 3 years of professional event and/or volunteer management experience 

 Proficient in Google sheets/forms, Eventbrite, Microsoft Office Suite, database management 

 Familiarity with Constant Contact or other content delivery systems 

 Graphic design skills a plus 

 

DESCRIPTION: This is a salaried, exempt, full-time position with full benefits and will require attendance at 

meetings or events outside of regular office hours.  Rainier Scholars provides competitive compensation and 

salary is dependent upon experience. People of color are strongly encouraged to apply. Rainier Scholars is an 

equal opportunity employer. 

 

Interested applicants should send cover letter, resume and list of references to: 
 

Rainier Scholars 
Attn: Hiring, Event and Volunteer Manager  

2100 24th Ave S, Suite 360 
Seattle, WA 98144 

Office: (206) 407-2111 / / E-mail: apply@rainierscholars.org 
 

Applications will be accepted until this position is filled.  
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