
         

 

 

The Grand Rapid Symphony 

Manager of Development Events Position Description 

September 2015 

 

The Manager of Development Events is responsible for managing the planning, coordination, 

and evaluation of all fundraising events to generate revenue, strengthen relationships and 

increase community participation in the Symphony’s mission.  The manager also ensures the 

logistics for each development event is completed in a timely and efficient manner. This is a 

permanent part-time position working 24 hours per week and reports to the Vice President of 

Development.  

 

Duties include: 

 Manage 2 marquis development events from conception to completion integrating the 

event message with the Symphony’s brand and strategic plan including donor education 

and cultivation  

 Develop the annual events budget for the Development Events line accurately setting 

financial goals and managing expenses  

 Create and execute a planning timeline working with volunteer leadership, internal 

departments and outside vendors by delegating tasks and maintaining deadlines 

 In collaboration with marketing team members, promote events via the website, social 

media, print media, public relations and networking 

 Oversee production of collateral materials for invitations, program books and scripts 

consistent with the event theme 

 In collaboration with the VP of Development, select chairs for major events and act as the 

primary contact working closely to achieve financial goals 

 Organize and support committees by engaging board members and community and 

business leaders 

 Create individual event budgets and timelines with detailed revenue and expense goals 

 Compose sponsor benefits packet and fulfill specified benefits per sponsorship level 

 Cultivate donors and solicit sponsorships/donations for each event 

 Recruit and maintain sponsors through personal presentations, letter solicitations and 

building relationships 

 Maintain a network of community partners, collaborators, designers and vendors 

 As needed, assist in the writing of grants for development events, specific events, and 

programs  

Competencies 

Bachelor’s degree required 

5 years of event planning experience 

3 years of fundraising experience or comparable knowledge/skills 



Proficiency in Word, Excel, and Power Point and publishing programs  

Proficiency in Raiser’s Edge database (preferred) 

Interest in music and arts 

Experience working with leadership volunteers and committee managed projects 

 

Apply 

Interested parties should forward a resume to the Symphony attention the Director of Finance 

and Administration at rhinkle@grsymphony.org  

300 Ottawa SE, Suite #100 

Grand Rapids, MI 49503 

 

 
The Grand Rapids Symphony is an equal opportunity employer. 
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