
THE WARMLINE FAMILY RESOURCE CENTER 
Is currently seeking applicants for the following position: 

Event Coordinator – Sacramento Office 
25-40 hours per week - $16 per hour plus benefits 

 
The Event Coordinator will report to the Management Team and is responsible for the coordination of all events 

of WLFRC. 

Job Duties & Responsibilities  

 Answer phones and assist with intake process. 

 Planning, implementation and follow-up for trainings and events. 

 Maintain event database, including evaluation data. 

 Manage all aspects of volunteer coordination, including but not limited to, staffing, recruitment, 
supervision, training and acknowledgement. 

 Manage all aspects of staff coordination for events, including but not limited to, staffing, recruitment, 
supervision, training and acknowledgement. 

 Collaborate with the Communication Coordinator on publicity including public relations, advertising and 
collateral material design, production and distribution. 

 Responsible, with the Executive Director and Program Director, for the development of the events’ 
budgets. 

 Coordinate with event partners. 

 Flexible start time, but must be able to work afternoons five days a week until 5 p.m. 
 
Qualifications and Competencies: 

 Detail oriented. 

 Strong organizational skills and ability to work independently. 

 Ability to organize and maintain detailed records, complete necessary paperwork and meet deadlines 
and changing priorities. 

 Ability to perform several tasks concurrently, with excellent time management and organizational skills 

 Effective verbal and written communication skills, including telephone etiquette. 

 Proficient with Word, Excel, and internet research. 

 Ability to connect with others and forge strong relationships. 
 

Please submit 1) Cover Letter, 2) Resume, 3) WarmLine application (all 3 items must be included) to 
warmline@warmlinefrc.org. Applicants who do not include all documents will not be considered. Applications 
can be downloaded at: http://www.warmlinefrc.org/missionboardstaff.html. Do not contact organization 
directly.  
 
The mission of WarmLine Family Resource Center is to provide information, education and support to promote 
and strengthen the foundation of families and children with special needs so they can face the challenges of the 
present and create new dreams for the future. 
 
WarmLine Family Resource Center is an Equal Opportunity Employer (EOE). Qualified applicants are considered 
for employment without regard to age, race, color, religion, sex, national origin, sexual orientation, disability or 
veteran status. If you need assistance or accommodation during the application process because of a disability, 

http://www.warmlinefrc.org/missionboardstaff.html


it is available upon request. WarmLine Family Resource Center is pleased to provide such assistance, and no 
applicant will be penalized as a result of such a request.  


