
 
 
 

 
Marketing and Special Events Coordinator 

Position Description 
 
Annie’s Hope – The Center for Grieving Kids is a community-based nonprofit whose mission is to serve 
children, teens, and their families who are grieving a death. The organization began in 1998 with three 
board members meeting over a cup of coffee. From this grassroots start, an eight-week support group 
was initiated in donated space. Since then, the organization has expanded to more than 10 programs 
and services, more than 500 volunteers, nine staff persons and a budget of more than $700,000. The 
vision of Annie’s Hope is to continuously grow and remain the “first choice” center for grieving kids and 
families in the greater St. Louis region. 
 
Annie’s Hope is searching for an experienced Marketing and Special Events Coordinator to manage 
marketing efforts and internal fundraising events from start to finish. This position oversees and 
organizes details while working closely with volunteer committees. This position is also the 
organization’s liaison with the Young Professional (YP) Board, an energetic group of volunteers focused 
on brand awareness and fundraising. An outstanding candidate has experience in developing creative 
material and coordinating successful fundraising events both on location and virtually, meeting strict 
budget demands, creating fun and engaging events, and has a deep understanding of and appreciation 
for donors and volunteers. 
 
  Skills and Experience: 
• Functions in a matter exuding respect, non-judgement, inclusion, compassion, and fairness to all 
• Maintains calm, confident demeanor while under pressure 
• Operates with a “can-do” attitude 
• Inspires and leads team members to reach their fullest potential 
• Displays exceptional logistical and time management skills 
• Exhibits outstanding interpersonal skills with staff, donors board members, and volunteers 
• Demonstrates exceptional professional verbal and written communication abilities 
• Leads online/virtual events with same passion as events on location 
• Asserts initiative to solve problems 
• Mastery of Microsoft Office 365 
• Competencies in use of Adobe Creative Cloud software and/or strong graphic design skills 
• Proficiency in Wordpress and iContact is a plus 
• Hands on experience in Salesforce.com CRM or similar platform, ideally non-profit version 
• Experience with online auction platforms (32auctions.com, BiddingOwl.com, etc.) is a plus 
• Bachelor’s degree in public relations, communication, marketing, event planning, or a related field 

or equivalent experience preferred 
 
Duties and Expectations: 
• Assists the Grants and Events Director to create an annual marketing plan 
• Schedules, creates, and executes communication on all Annie’s Hope’s social media channels 
• Creates copy and communicates with Annie’s Hope constituents through e-blasts and  

e-newsletters 



• Assists with creating marketing and fundraising materials 
• Plans and delivers physical and virtual fundraising and awareness events in accordance with 

financial and time restraints 
• Manages non-Young Professional fundraising event committee chairpersons and volunteers 
• Recruits, assigns, trains, and manages special event volunteers 
• Negotiates and coordinates with venue directors and vendors during event planning and execution 
• Provides oversight and guidance as the liaison to the Young Professionals Board 
• Works as a liaison to support third-party events 
• Assists with donor appreciation efforts 
• Manages in-kind donations 
• Maintains accurate Time Allocation Worksheet 
• Contributes personally to Annie’s Hope through a “best stretch” monetary gift 
• Serves as an Ambassador for Annie’s Hope to the St. Louis region 
• Other responsibilities as assigned 
 
 
Reporting Relationships: 
• This position reports to the Grants and Events Director. 
 
 
Hours and Benefits: 
• This position is an “at-will,” 30 hours per week, exempt role 
• After three months of employment, Paid Time Off (PTO) is accrued 10 days per calendar year (pro-

rated as appropriate), plus a minimum of eight pre-determined holidays, the day after 
Thanksgiving, and any workdays between Christmas Day and New Year’s Eve 

• Health, dental and vision insurance coverage available 
• SIMPLE IRA employer matching program 
• Mileage reimbursement 
 
 
Please email to Robyn Streck: 
• Resume  
• Three letters of recommendation 
• Writing sample explaining your vision of the special events landscape over the next 18-24 months, 

including ideas to maintain engaging communication with donors. 
 
 
Robyn Streck, Associate Director of Operations 
Annie’s Hope – The Center for Grieving Kids          
1333 W. Lockwood Ave., Suite 104 
St. Louis, MO 63122 
robyns@annieshope.org 
 
For more information about Annie’s Hope, please visit www.annieshope.org. 
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