
 

 

 

 

 

Full Time - Events Manager, Westchester Region  

 

About the Organization:  

UJA-Federation of New York is the largest local philanthropy 

in the world. For 100 years, we have inspired New Yorkers to 

act on their values and invest in their community for the biggest impact. Thanks to our network of nearly 

100 beneficiary agencies, we can leverage our expertise across any number of areas — including health 

and human services, arts and culture, and education — to deliver real solutions to real problems. Through 

a single gift, you can care for New Yorkers of all backgrounds and for Jews everywhere; connect people 

to their Jewish identity, and respond to crises around the world. 

 
Position Summary: 

The Event Manager will work with fundraisers and management throughout the campaign season on 

specific events, acting as the liaison to all internal departments, including legal, Marketing & 

Communications, and PR; as well as external vendors; and lay leaders, including honorees, chairs, and 

committees. The event manager will be responsible for all logistics in planning events, including venue, 

food, décor, seating, staffing, etc., and will attend committee meetings, as appropriate. 

 

In addition, the event manager will be responsible for managing the commemorative journal; creating 

journal ads, obtaining appropriate approvals, and working with M&C and outside printers for production 

of event journals. 

 

Under direction, the event manager would be responsible for specific event-related responsibilities as well 

as to partner with others in the department to work on various events.  

 

Major Responsibilities: 

1. Work closely with all fundraisers, as well as M&C and legal, to ensure effective event 

execution.  

2. Work with outside vendors as it pertains to event needs. 

3. Reach out to donors as needed to schedule meetings, discuss event details, confirm reservations, 

and plan commemorative journals; attend committee and honoree meetings as necessary. 

4. Manage and maintain event data information and lists.  

5. Process all new matter forms, arrange for contracts, and arrange necessary purchase orders in a       

timely manner to secure all acquisitions and items necessary to the event’s success.  

6. Confirm and work with the printers and photographers for events. 

7. Work on event journals requires one to:  

 Communicate with fundraisers and donors about journal ads 

 Create and file ads 

 Work with M&C on journal pages 

 Paginate journal and work with printer on production 

8. Special tasks as assigned by the director. 

9. Develop timelines for events to ensure that tasks are completed on time. 

10. Must work evening events and late nights prior to events, as well as early morning events. 

 

Qualifications & Competencies: 

 Bachelor’s degree 

 3+ years of prior work experience 

 Ability to support multiple events 

 Good interpersonal skills and must be a team player and flexible  

 Strong organizational and follow-up skills. 

 Must be detail-oriented and possess strong verbal communication skills 

 Ability to prioritize, multi-task, and work under pressure  

 Strong knowledge of Microsoft Office tools 

 

How to Apply: Equal Opportunity Employment. Only qualified applicants will be contacted. Please 

submit your application directly to our job board at https://recruiting.ultipro.com/UNI1075UJAF 

https://recruiting.ultipro.com/UNI1075UJAF

