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Development & Event Planning Volunteer 
Position Description


Do you enjoy meaningful events and connecting with community supporters? DAIS Development and Event Planning Volunteers play an essential role in helping our events run smoothly and successfully. In this role, volunteers support donor outreach by following up on donation requests, engaging with community partners, and assisting with day-to-day administrative tasks within the development department.  This is a wonderful opportunity for individuals who are organized, personable, and passionate about supporting DAIS’ mission.  

GENERAL RESPONSIBILITIES:
Responsibilities include assistance with DAIS-related event planning, fundraising efforts, and publicity. Volunteers provide support to the annual DAIS events, support event detail organization and facilitation, and help with day-to-day administrative duties.  Development and Event Planning Volunteers must adhere to the DAIS Confidentiality Policy, Volunteer Protocols & Procedures, and the agency’s Code of Ethics. 

SPECIFIC RESPONSIBILITIES 
· Assisting with outreach and coordination efforts for DAIS sponsored events and facilitating partnerships with third party event hosts.  
· Assisting in various events as needed.  
· Assisting with collecting and organizing data.
· Completing errands to collect event donations.
· Support DAIS development and events efforts as assigned.  
· Upholding DAIS confidentiality requirements in every interaction.
· Attend Essentials Program Training.
· Attend Development and Event Planning Volunteer Program Specific Training. 

DAIS’ RESPONSIBILITIES TO DEVELOPMENT & EVENT PLANNING VOLUNTEERS 
· Train volunteers in the skills necessary to effectively cover the responsibilities of a DAIS Development and Event Planning Volunteer. 
· Provide ongoing training and information.
· Be available for consultation and support.
· Provide reference letters and/or documentation of volunteer hours for employment and education purposes. Letters will be written based on the Volunteer Manager’s knowledge of the volunteers’ service and any documentation maintained in their volunteer file. 

QUALIFICATIONS 
· Must be at least 18 years of age.
· [bookmark: _Hlk158815418]Detail Oriented.  
· Experience with campus and/or community outreach efforts and event planning. 
· Ability to work independently.
· Interest in nonprofit fundraising and/or events planning.
· Must be able to communicate clearly and effectively in person and in writing.
· A commitment to improving the lives of people affected by domestic violence.  
· A commitment to DAIS mission, vision, values.
· Must be able to maintain strict confidentiality. 
· Bilingual applicants are encouraged to apply.
· Must be able to pass a criminal background check.

TIME COMMITMENT:
· Typical work hours are between 9:00am-5:00pm Monday through Friday. Strong preference for availability during these hours as tasks will involve connecting with other local establishments. 
· 4 hours minimum weekly required, maximum of 10 hours a week. 
· Special events assistance could occur occasionally on nights and weekends. 
· The ability to attend the annual August “Raise for DAIS” event is a plus. 

TRAINING 
· Essential Training.
· Program Specific Training. 
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