Marketing & Events Manager

Reports to: Executive Director
Position Status: Full-Time

Position Overview:

The Marketing & Events Manager will play a key leadership role in overseeing EEF’s marketing,
communications, branding, and event initiatives. This position is responsible for developing and
executing strategic marketing campaigns, managing digital communications and social media,
and planning and coordinating fundraising and community engagement events that support the
Foundation’s mission and fundraising goals.

This role requires a highly organized, creative, and detail-oriented professional who thrives in a
fast-paced nonprofit environment and can successfully manage multiple projects simultaneously
while collaborating with staff, volunteers, donors, sponsors, and community stakeholders.

Primary Responsibilities:
Marketing & Communications:

e Develop and publish marketing content in the voice and style of Eanes Education
Foundation and in conjunction with Eanes Independent School District.

o Create and execute strategic marketing and communication campaigns that support
fundraising initiatives and organizational priorities.

e Manage all social media platforms, website content, email marketing, newsletters, and
digital communications.

e Maintain and manage EEF’s editorial and communications calendar.

Design and coordinate branded marketing materials for fundraising campaigns, events,

sponsorships, donor outreach, and community initiatives.

Track and report on digital analytics, engagement metrics, and campaign performance.

Coordinate media requests, photography, videography, and promotional opportunities.

Attend events to oversee marketing execution and capture content for promotional use.

Coordinate on-site photography and media opportunities with sponsors, partners, and the

district.

e Work collaboratively with the Executive Director, development staff, volunteers, and Board
members to ensure marketing needs are met effectively and on time.

e Manage and update all digital platforms and communication tools.

e Help cultivate an environment of teamwork, creativity, professionalism, and continuous
improvement.



Event Management:

Plan, organize, and execute fundraising and community events including galas, luncheons,
Honor-A-Teacher, SOKO, Veterans Day programs, Community Coffees, athletic tournaments,
and additional events as directed.

Develop event concepts, themes, timelines, and logistics that align with EEF’s mission and
strategic goals.

Coordinate all event logistics including venues, catering, entertainment, décor, audiovisual
needs, sponsorship fulfillment, vendor relationships, and event-related contracts.

Manage event budgets, monitor expenses, and ensure cost-effective execution.

Assist with sponsorship outreach and stewardship efforts related to events and fundraising
initiatives.

Evaluate event success and provide post-event reporting, analytics, and recommendations
for continuous improvement.

Operations & Administrative Support:

Support the Executive Director with administrative and operational tasks as needed.
Maintain accurate records related to events, sponsorships, donor engagement, and
communications initiatives using donor management software.

Assist with organizational workflows, project timelines, and operational processes to ensure
efficiency and effectiveness, and contribute to strategic planning and organizational
development initiatives.

Qualifications:

Bachelor’s degree in Marketing, Communications, Event Management, Business
Administration, Nonprofit Management, or a related field preferred.

Minimum of 3-5 years of experience in marketing, communications, event planning, or
nonprofit operations with demonstrated success managing large-scale events, marketing
campaigns, and multiple projects simultaneously.

Strong organizational and project management skills with exceptional attention to detail and
excellent written, verbal, and interpersonal communication skills.

Proficiency in Microsoft Office Suite, Canva, Adobe Creative Suite, and digital marketing
platforms.

Experience with donor management software such as Salesforce, BetterUnite, or similar
CRM systems preferred.

Photography, videography, social media, and video editing experience strongly preferred.
Ability to work in-person in Austin, Texas, with occasional opportunities for remote work
with flexible hours, including evenings and weekends, as required by event schedules.
Passion for education and the mission of Eanes Education Foundation.

As EEF is a small and growing nonprofit organization, responsibilities may evolve over time based on organizational
needs and strategic priorities. Team members are expected to maintain flexibility, collaborate across departments, and

contribute to the overall success of the Foundation and its mission.



