
THE GIRL SCOUTS OF CHEASPEAKE BAY IS SEEKING A PART-TIME EVENTS AND MARKETING SPECIALIST

JOB SUMMARY: 
The Events and Marketing Specialist assists the Leadership Program Specialist focusing on STEM to develop Council wide STEM events and marketing programs for the Lynn Williams Science and Technology Lodge.  Responsibilities include conceiving and executing marketing strategies to increase girl, volunteer, and community participation in the Science programs and building Council-wide, compiling event cost, budget management, marketing of events, communication, contract management with vendors, venue selection, facility setup, registrations and related logistics.  

KEY RESPONSIBILITIES:
· Compiles estimated cost models, submits event budgets, tracks budget statistics, and prepares management reports.
· Manages all event details and logistics including registration, setup, contract negotiations, and equipment procurement/rental for all assigned events.
· Identifies target audience and works collaboratively with manager and communications to successfully meet stated event marketing goals.
· Formulates, directs, and coordinates marketing activities to promote STEM programs, events, throughout the Council and markets camp usage at Camp Country Center where the Science Lodge is located.
· Initiate and develop market research, analyze findings and make appropriate recommendations to support STEM initiative.

· Work with Council web designer to effectively market STEM program and events via the internet.

· Supports cross-functional event teams in developing creative content and experiences for girls.
· Develops plans with timelines for execution.
· Determines the nature and extent of volunteer involvement and keeps volunteers informed of logistical details; oversees and manages the activities of event volunteers.
· Collaborates and builds relationships with community organizations to incorporate and leverage their participation and support.
· Develops and coordinates event materials and contributes to external marketing efforts to support the promotion of council events.
· Evaluates the effectiveness of events by soliciting participant feedback, summarizing and analyzing results, and formulating recommendations to capitalize on successes and target areas of improvement.
· Networks to build contacts, collaborations, and fund-raising Council-wide. 
QUALIFICATIONS:

· BA or BS degree or equivalent work experience.  

· 3-5 year’s demonstrated successful event planning and marketing experience.
· Strong leadership, networking, volunteer relations, project management, project evaluation, and contract management experience.

· Computer skills using all aspects of Microsoft Office Suite.

· Demonstrated negotiation and mediation skills.

· Outstanding oral and written communication skills.
· Budget-planning and preparation skills.

· Demonstrated skills in staff management and good time management skills.

· Willingness to work a flexible schedule, including some evenings and weekends, with some travel required.

· Ability to multi-task, handle high volumes of work, and strong ability to prioritize competing projects. 
· Prior experience working with non profits, Board of Directors and committees preferred
Interested and qualified candidates are invited to send a resume to mconlin@cbgsc.org for review and consideration.
