The SOFEI Group (4723) ® 38138
To: Employment Counselor R b t H If
Date: 02/10/2026 m O e r a Memphis, TN, 38138

is now hiring!

Event Operations Specialist (Remote Position)

Benefits: Candidates on temporary assignment may qualify for our

competitive benefits package which includes group health, life and Salary range: $28.00 to $31.00 hourly
disability insurance and voluntary benefits such as retirement Employment status: Contract / Temporary
savings and holiday pay.

Description

The Event Operations Specialist is responsible for planning, organizing, and executing events that support the mission and fundraising
goals of a growing nonprofit. This role ensures all event logistics run smoothly, providing exceptional experiences for attendees, sponsors,
and partners while maximizing the impact and visibility of the organization.

o Plan and coordinate all aspects of events, including researching event sites, managing community outreach programs, and aiding
with volunteer events and managing a pool of volunteers for events.

o Develop detailed event timelines, budgets, and task lists.

o Collaborate with the team to set event goals and objectives aligned with the organization’s mission.

« Research and book venues, vendors, and service providers, negotiating contracts and managing relationships.

o Oversee event setup, breakdown, and all on-site logistics.

o Coordinate audio-visual, catering, and other operational needs.

o Ensure compliance with permits, licenses, and safety requirements.

o Manage guest registration, including online ticketing platforms and check-in processes.

o Work closely with the Development team to incorporate donor and sponsor recognition into events

o Support sponsor outreach and ensure their contributions are showcased appropriately.

o Build and maintain relationships with key stakeholders, including donors, volunteers, and partners.

o Recruit, train, and manage volunteers for events.

o Assign tasks and provide clear guidance to ensure successful event execution.

o Conduct post-event evaluations to assess success and identify improvement opportunities.

o Prepare reports summarizing event outcomes, including financial performance and attendee feedback.

o Send thank-you notes to participants, sponsors, and volunteers.

Requirements

Experience:

e 2+ years of event planning or operations experience, preferably in a nonprofit or mission-driven environment.
Education:

o Bachelor’s degree in event management, nonprofit administration, marketing, or a related field, or equivalent experience.
Skills:

o Exceptional organizational and project management skills.

o Strong interpersonal and communication abilities.

o Proficiency with event management tools and software (e.g., Eventbrite, Cvent) and office software (e.g., Excel, Google Workspace).
o Ability to work under pressure, meet deadlines, and adapt to changing priorities.

Robert Half is the world’s first and largest specialized talent solutions firm that connects highly qualified job seekers to opportunities at great
companies. We offer contract, temporary and permanent placement solutions for finance and accounting, technology, marketing and
creative, legal, and administrative and customer support roles.

Robert Half works to put you in the best position to succeed. We provide access to top jobs, competitive compensation and benefits, and
free online training. Stay on top of every opportunity - whenever you choose - even on the go. Download the Robert Half app and get 1-tap
apply, notifications of Al-matched jobs, and much more.

All applicants applying for U.S. job openings must be legally authorized to work in the United States. Benefits are available to
contract/temporary professionals, including medical, vision, dental, and life and disability insurance. Hired contract/temporary professionals
are also eligible to enroll in our company 401(k) plan. Visit roberthalf.gobenefits.net for more information.

© 2024 Robert Half. An Equal Opportunity Employer. M/F/Disability/Veterans. By clicking “Apply Now,” you're agreeing to Robert Half's
Terms of Use.
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Please contact Ernst & Young at 866-834-5115 with any questions. Thank you for your assistance.

This Job Posting will expire in 10 days.
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