
 

YouthLink Job Opening: 

EVENT SPECIALIST 

Engage our community to improve the lives of 

youth experiencing homelessness. 

 
About YouthLink 

YouthLink is a recognized leader in the Twin Cities and beyond for our work to build pathways of opportunity for 

homeless youth ages 16 – 24. Our youth-focused team provides innovative, evidence-based services that guide 

youth on a holistic level toward futures of education, employment, health and wellness, and housing stability. 

Since 2011, YouthLink has been home to the Youth Opportunity Center (YOC), a first-of-its-kind collaborative 

center where over 30 community partners make vital resources available onsite to provide efficient and 

effective interventions and strategies for youth in crisis.  

Our Mission 

At YouthLink, our mission is to support and empower young people on their journey to self-reliance. 

POSITION SUMMARY 

The Event Specialist is an essential part of YouthLink’s dynamic fund development team and a key player in 

connecting community members the organization’s mission and vision through engaging and mission-focused 

events. This position is responsible for organizing, promoting, and executing fundraising and community events 

that benefit the organization, as well as coordinating in-kind donations. The Event Specialist will also help 

support the Donor Relations Manager and Director of Development with processing and recording donations 

and acknowledgments. 

 

Key responsibilities include: 

 Managing the planning and execution of fundraising, community, and donor stewardship and cultivation 

events, including logistical organization and coordination, recruitment of event consultants and vendors, 

and monitoring revenue and expenses to ensure events meet or exceed budget goals;  

 Providing event-related administrative support, including executing contracts, obtaining permits and 

insurance, reviewing communication materials, overseeing volunteers and RSVPs, and scheduling; 

 With the Communications Coordinator, developing communications and public relations for events and 

in-kind needs; 

 Working closely with front line staff, supervisors, and leadership team to determine immediate and 

long-term in-kind contribution needs, and conducting online and community research and outreach to 

identify in-kind prospects; 

 Identifying and following up on points of connection to potential sponsors and donors; 

 Ensuring accurate reporting and acknowledgements of donations; 

 Attending networking events to learn more about companies, individuals and faith groups in our 

community and providing information about the impact of Metro and partnership opportunities; 

 Making public presentations to constituents and groups of all types and sizes; 

 Organizing and maintain storage system for distribution of donations; 

 Other duties as assigned. 



QUALIFICATIONS 

A Bachelor’s degree in a related field or 2 years of event experience is required. Qualified candidates must: 

 Be passionate about YouthLink’s mission and vision; 

 Have strong verbal, written, and interpersonal communication skills; 

 Be able to demonstrate prior experience with networking and developing community partnerships; 

 Feel comfortable making formal and informal presentations in a variety of settings; 

 Have demonstrated ability to build and maintain positive and productive working relationships; 

 Have experience coordinating both large and small event logistics, preferably in a non-profit setting; 

 Have access to reliable transportation; 

 Be outgoing, friendly, tactful, and professional; 

 Be able to work well in a diverse, collaborative team environment as well as independently; 

 Be able to prioritize, think strategically, and solve problems creatively; 

 Be able and willing to incorporate agency philosophy into daily work; 

 Be comfortable with Microsoft Office applications. 

 Preferred: Experience with DonorPerfect. 

Must be able to lift up to 50 lbs occasionally and regularly maneuver up and down stairs and through close 

spaces. The winning candidate must have a valid driver’s license on date of hire and access to reliable 

transportation and valid insurance for coordination of offsite events as necessary. The winning candidate must 

be able to pass a background check and drug test in accordance with local, state, and federal laws. 

Hours: Full time, 40 hours per week, Monday – Friday. Must be able to work flexible hours, including evenings 

and weekends. 

 

COMPENSATION AND BENEFITS 

$16.40 - $17.25 per hour, dependent on experience. YouthLink’s competitive and comprehensive benefits 

package includes: 

 Medical 

 Dental 

 Life Insurance 

 Long Term Disability 

 Elective benefits: Short-term disability, FSA, 

401(k) 

 Paid vacation and sick leave.

 

HOW TO APPLY 

E-mail a cover letter and resume with the subject line “Event Specialist” to KaMia Watson at 

watson@youthlinkmn.org.  

 

Equal Employment Opportunity: YouthLink shall seek to ensure and provide equal opportunity for all persons 

seeking employment without regard to race, age, color, religion, gender, marital status, sexual orientation, 

military status, national origin, disability, or any other characteristic as established by law. 
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