W LRIVERSLLY o Wsa EINGLON Work Study Job Description

Off-Campus Employers

Job Title of this Position Special Events Assistant ( 2 poisitions available)
Name of Organization Pierce County Aids Foundation

Website

Job Location Address 625 Commerce St., Suite 10 TAcoma WA 98402
Contact / Supervisor Margie Abels Office Manager

Phone Number 253-383-2565 Ext., 216 or 253-722-0716 Fax no. 253-597-6682
E-mail margiebels@piercecountyaids.org

Hourly Pay Rate (indicate arange) |$9.00 to $10.00 send a cover letter, resume and application

. Summer Only Academic Year Summer & Academic Year
Employment Period (7/1/2009 - 9/29/2009) (9/30/2009 - 6/11/2010) (7/1/2009 — 6/11/2010)
Summer: Academic Year:
Hours per week El Full time program 40 hrs/wk E Part time program up to 19 hrs/wk
[O] Parttime program up to 19 hrs/wk

Nature of Business or Organization:

Non profit social service

Duties and Responsibilities:

Aids Walk: Assist in the coordination of all aspects of the events planning and production. Assist in the supervision and
coordination of volunteers assigned to help with event, including providing training to volunteer leads and volunteer groups.
Help in the coordination of outreach opportunities at tabling events in conjunction with appropriate staff leads. Aid in the
successful implementation of the events marketing and communications strategies. Responsible for ongoing support of
walk teams by coordinating mailings for general information, incentives and other material as needed for distribution.
Assist in cultivating relationships with team captains to strengthen their relationships with the event. Work in conjunction
with Development Team on incentive procurement. Act as lead for and on the day-of-the-event production.

Minimum Qualifications:

Must be comfortable working with people of diverse backgrounds, sexual orientations, HIV status, and socioeconomic
status. Ability to work on numerous projects concurrently. Detail oriented with a high level of accuracy. Ability to develop
and maintain effective, collaborative working relationships with donors, volunteers, clients, and staff. Possess an
understanding of professional boundaries. Excellent wiring, public speaking and interpersonal skills. Ability to respond
quickly to change. Ability to work independently and in a collaborative team environment. Demonstrated ability to work
effectively under stressful conditions.

Desired; Ability to occasionally work a flexible schedule that may include evening and weekends. Experience in layout
and desian. Ability to lift up to 50-Ibs. and walk up one flight of stairs. Valid drivers license and proof of insurance.

Educational Benefits:

The goal of PCAF's Community Service Work Study programs is to provide students with a meaningful service and
learning experience relevant to their interests while supporting and enchancing the agencys mission to prevent HIV
infection, assist persons affected by HIV/AIDS, address related health problems, and combat associated stigma and
discrimination. This position will afford the workstudy student an opportunity to develop skills in areas such as project
management, events pIannlng and production, marketlng and public relations, volunteer recrutment and retention, and
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	Job Title of this Position: Special Events Assistant   ( 2 poisitions  available)
	Name of Organization: Pierce  County Aids Foundation
	Website: 
	Job Location Address: 625 Commerce St., Suite 10             TAcoma        WA    98402
	Contact  Supervisor: Margie  Abels   Office Manager  
	Phone Number: 253-383-2565  Ext., 216  or  253-722-0716     Fax no. 253-597-6682
	Email: margiebels@piercecountyaids.org
	Hourly Pay Rate indicate a range: $9.00  to  $10.00 send a cover letter, resume and application
	Nature of Business or OrganizationRow1: Non profit social service
	Duties and ResponsibilitiesRow1: Aids Walk: Assist in the coordination of all aspects of the events planning and production.  Assist in the supervision and coordination of volunteers assigned to help with event, including providing training to volunteer leads and volunteer groups.
Help in the coordination of outreach opportunities at tabling events in conjunction with appropriate staff leads.  Aid in the successful implementation of the events marketing and communications strategies.  Responsible for ongoing support of walk teams by coordinating mailings for general information, incentives and other material as needed for distribution.  
Assist in cultivating relationships with team captains to strengthen their relationships with the event.  Work in conjunction with Development Team on incentive procurement.  Act as lead for and on the day-of-the-event production.

Dining out for Life. Help lead restaurant cultivation, recruitment  and stewardship efforts.   Assist with strategizing event marketing and logistics.   Assist in volunteer ambassador recruitment and stewardship efforts.  Assist in  promotional materials distribution.  Responsible for supply pick-up and delivery, as needed.
	Minimum QualificationsRow1: Must be comfortable working with people of diverse backgrounds, sexual orientations, HIV status, and socioeconomic status.  Ability to work on numerous projects concurrently.   Detail oriented with a high level of accuracy.  Ability to develop and maintain effective, collaborative working relationships with donors, volunteers, clients, and staff.    Possess an understanding of professional boundaries.  Excellent wiring, public speaking and interpersonal skills.  Ability to respond quickly to change.  Ability to work independently and in a collaborative team environment.  Demonstrated ability to work effectively under stressful conditions.
Desired;  Ability to occasionally work a flexible schedule that may include evening and weekends.  Experience in layout and design.  Ability to lift up to 50-lbs. and walk up one flight of stairs.  Valid drivers license and proof of insurance.  Reliable mode of transportation.

	Educational BenefitsRow1: The goal of PCAF's Community Service Work Study programs is to provide students with a meaningful service and learning experience relevant to their interests while supporting and enchancing the agencys mission to prevent HIV infection, assist persons affected by HIV/AIDS, address related health problems, and combat associated stigma and discrimination.  This position will afford the workstudy student an opportunity to develop skills in areas such as project management, events planning and production, marketing and public relations, volunteer recrutment and retention, and general skills working in a non profit scoial service setting.
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