
 
 
Position: Special Events Coordinator  
Reports to: Senior Director – Marketing & Special Events 
Compensation: Exempt  
Date Revised: July 20, 2021 
 
Are you passionate about helping young people succeed? This coming school year, more than 50,000 students could 

benefit from your help throughout our region. Join our team and change a life forever! The Marketing & Special Events 

team at Junior Achievement of the Heartland is expanding in order to best serve our mission and the kids we impact in our 

local communities. If you are an energetic, positive, and self- and team-motivated individual who desires community 

engagement and enjoys creating fun experiences, let’s talk!  

Purpose of Position: 

You’ll support the organization’s fundraising and program objectives by planning and organizing special events. You’re 

excited to recruit event participants, organize timetables, recruit volunteers, secure prizes, and much more! Your passion 

for empowering kids to reach their fullest potential and future success is endless. You’ll also enjoy working in a mission-

driven team environment where achieving goals and having fun are important to your success.  If this sounds like the right 

fit for you, keep reading to see if you’ve got what it takes to #InspireTomorrows.  

Here’s a peek into a day in the life of the Special Events Coordinator at JA: 

- Assists in the planning, organization, and execution of all JA special events (bowling events, golf tournaments, 

scholarship/scholastic competitions, career fairs, Hall of Fame events, etc.) 

- Supports the planning and implementation of community events where JA is the financial beneficiary 

- Maintains and tracks financial goal objectives for each event 

- Develops appropriate sponsorships and incentives to secure event participation and financial goals     

- Assists in developing appropriate printed material and timely media coverage for all events as needed 

- Nurtures relationships with community representatives and sponsors 

- Welcomes other duties as assigned 

Here is what we are looking for: 

- An analytical thinker who can prioritize day-to-day work 

- An organized professional who can work individually and as part of a team 

- A strong ability to demonstrate a positive image that reflects well on the organization and its mission 

- A strong ability to manage multiple projects simultaneously 

- Someone with strong oral/written communication and organizational/planning skills  

- Someone who can exhibit a high level of customer service 

Education/Experience Required: 

- Bachelor’s degree or equivalent experience 

- Proven history of successful event planning 

- Computer literacy  

- Valid driver’s license 

If you think this opportunity sounds like a good fit, we’d love to have a conversation to learn more about you. Send cover 

letter and resume to Junior Achievement of the Heartland, Attention: Human Resources, 800 12th Avenue, Moline, IL, 

61265 OR email to hello.heartland@ja.org.  
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