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Event Manager M1 (Part-Time)

Who We Are: Bolder Events is a woman-owned and operated Colorado-based company
dedicated to delivering fundraising event solutions to nonprofit organizations and schools. We
provide our clients with consulting, day-of event staff, and software, taking the stress out of
planning and executing a successful fundraising event. Based in Denver, Colorado, Bolder
Events currently partners with more than 250 organizations throughout the state of Colorado
and across the country.

Our Mission: Help nonprofit organizations exceed their fundraising goals through event service
and software solutions, provided by our passionate, knowledgeable team of event experts.

The Core Values We Live and Breathe:
BE Here for You ¢ BE the Calm ¢ BE a Great Human + BE Bold

Position Description: With a flexible mindset, Event Managers play a crucial role in supporting
our non-profit clients by providing expert guidance on guest management and fundraising
components throughout the event process. Event Managers work closely with clients
throughout the process and become an essential part of the client’s team in order to execute a
successful event. Event Managers are expected to emphasize our core values in all interactions
with clients, staff, and guests, enhance our quality of service, and build strong client
relationships.

Key Duties & Activities:

e Attend event operations meetings

e Conduct pre-event client meetings

e Prepare event-night materials prior to event as needed

e Manage staff, volunteers, and timeline throughout event, ensuring smooth execution of
all registration and fundraising components

e Reconcile financial data and sales from events and conduct post-event wrap up meeting
with client

e Juggle multiple balls in the air at once with grace and enthusiasm

e Be a customer service and troubleshooting guru at events

e Assist guests with bidding questions and/or placing auction bids.

e Work with a variety of personalities and adapt communication style

e Mentor and train new staff

e BE the Calm: Project a calm confidence at each event, like a duck on the water!

e Other duties as assigned

The Perks:

e Working with great humans and great organizations

e Shift meal provided at most events

e Mileage reimbursement based on location (more than 70 miles)

e Parking reimbursement

e Company laptop and printer
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Event supplies provided
A fabulous company holiday party that is the invite of the year!
Bolder Bucks® employee rewards program

Qualifications & Skills:

Customer service guru: friendly, personable and able to read the room

Ability to work with and manage a wide variety of personalities

Excels at problem-solving and staying calm in high-stress, fast-paced environments
Proficient computer skills and ability to quickly learn new software

Professionally represent Bolder Events to its nonprofit clients and a wide variety of event
attendees including community members, and business owners.

Have expertise in multiple event auction and ticketing software applications
Independently make smart decisions that elevate the event, communicating and
supporting those decisions to clients and staff in a positive, collaborative way
Ability to work with minimal supervision

Expert organizational skills and strong attention to detail

Excellent customer service & communication skills

Job Requirements & Physical Demands:

High School diploma or equivalent and four (4) years event management and/or
customer service management experience, college degree preferred.

Must have reliable transportation with the ability to transport a variety of event
equipment

Available on nights and weekends along with weekday client and team meetings
When working remotely, access to quiet workspace with strong WiFi for client meetings
Competency in and understanding of current platforms, including Google Workspace,
Microsoft Office, Slack, Zoom, CRM system notes/information.

Complete Event Manager M1 training within first 60 days of probationary period of
employment (hands-on events or training sessions)

Work primarily involves sitting or standing at a desk/table using a computer for
extended periods of time, up to 8 hours

May involve lifting up to 50 lbs. and walking throughout event venues to support event
activities

Supervisor: VP, Operations & Events
Job Level: M1
Salary: $25.00 per hour

Apply at https://bolderevents.com/jobs/

Bolder Events is dedlicated to creating a diverse and inclusive work environment and committed to equal
employment opportunity regardless of race, color, ancestry, religion, sex, national origin, sexual
orientation, age, citizenship, marital status, disability, gender identity or Veeteran status. We embrace and
celebrate the unique experiences, perspectives and cultural backgrounds each employee brings to our
workplace.
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