
Emerald Necklace Conservancy 
Job Description 

 

Job Title: Development and Events Coordinator 
 

SUMMARY 
Become a member of a committed and talented three-person development team implementing diverse fundraising 
strategies to realize revenue goals to support the Conservancy’s mission to restore and improve the Emerald 
Necklace park system for all. This position will help manage and ensure the success of the Party in the Park and 
related events, Boston’s premier social and fashion event of the spring season. The Conservancy has a dedicated, 
collaborative staff of 11 who are committed to connecting people to the parks and preserving the Emerald 
Necklace. Position reports directly to the Director of Development; Full-time position, some evenings required. 
 

RESPONSIBILITIES 
I. Coordinate Fundraising Events  

a. Steward event committees and support event chairs; 
b. Prepare and mail event solicitation packets and letters; 
c. Manage communications with high-net worth individuals; 
d. Manage invitation mailings, sponsorship and ticket sales, guest lists, seating for events; 
e. Coordinate volunteers working on events; 
f. Coordinate Committee Meetings:  invites, reminders, guest lists, agendas and materials;  
g. Manage event logistics as needed.  

II. Database Management: 
a. Gift entry, donor acknowledgement, database maintenance and list management in Raisers Edge; 
b. Financial reporting and analytics;  
c. Reconcile records with finance department;  
d. Create criteria and manage mailing lists for various mailings and communications;   
e. Maintain email lists for marketing and fundraising emails.  

III. Assist Development Directors, President  and Board of Directors 
a. Support Director of Development and Director of Annual Fund; 
b. Support President   

i. Maintain schedule and coordinate meeting prep;  
ii. Coordinate meetings of the Board of Directors and 7 Standing Committees; 
iii. Draft communications. 

 

MINIMUM QUALIFICATIONS  

 2 years’ experience in fundraising; 

 Event planning and implementation experience; 

 Database experience; 
DESIRABLE QUALIFICATIONS 

 Raisers Edge database experience; 

 Highly organized, detail-oriented with excellent writing and communication skills; 

 Strong emphasis on teamwork, collaboration and consistent communications with team members; 

 Strong knowledge and understanding of standard office and business procedures; 

 Ability to maintain donor confidentiality and work effectively with both the public and volunteers; 

 Strong ability to multi-task in a busy, face-paced environment; 

 A passion for the parks. 
 

ORGANIZATION  DESCRIPTION 

 The Emerald Necklace Conservancy is a small non-profit organization working in partnership with park 
owners (Boston, Brookline and the Commonwealth) to enhance the historic Emerald Necklace park system 
through restoration, maintenance and programming. The Emerald Necklace is a 7-mile, 1100 acre, 9 park 
linear park system beginning at the Boston Common and stretching to Franklin Park in Dorchester. The 
Conservancy office is located in the Shattuck Visitor Center in the Back Bay Fens.   
 

Please send cover letter and resume to sknight@emeraldnecklace.org by Sept. 1, 2016.  No phone calls, please. 
The Emerald Necklace Conservancy is an Equal Opportunity Employer. 

mailto:sknight@emeraldnecklace.org

