
 

 

18000 West 9 Mile Road, Suite 450, Southfield, MI 48075 

(248) 250-9304 
 
Job Title: Events Manager  
Reports to: Director of Communications 
Job Status: Full-Time 
Location On-site, Southfield, MI  
 
Summary 
Founded in 2002, Beyond Basics is a 501(c)(3) nonprofit working to eradicate illiteracy, transforming the lives of students 
and creating stronger communities. Our one-on-one, multisensory tutoring program helps students achieve grade-level 
proficiency in reading in an average of six weeks. In addition to our structured literacy interventions, we cultivate 
curiosity and encourage a love of lifelong learning with fine arts activities that expand horizons.  

The Events Manager will plan and manage varied events that serve a critical role in the advancement of the Beyond 
Basics mission. Events will be devised to create awareness, engagement and investment in Beyond Basics. The Events 
Manager will be responsible for all event logistics, managing the allocated budget for each event, and ensuring that each 
event is carried out successfully. The Events Manager will be responsible for understanding and achieving the goals and 
expectations for each event, whether the stakeholders are school district representatives, partner organizations, 
employees and/or individual and institutional supporters. Here are the most essential duties and responsibilities: 

Duties and Responsibilities 

• Develop concepts and execute events to help achieve organizational goals 

• Manage logistics for annual “Coming Together for Children” Event 

• Develop events in partnership with school representatives 

• Support the Development Team in creating event opportunities to raise critical funds to support the 
organization 

• In partnership with the Leadership Team, create and implement internal events to enhance corporate culture 

• Work with the Leadership Team to create new opportunities to engage the wider public in Beyond Basics 
activities through in-person and virtual programming 

• Establish and maintain relationships with vendors and venues 

• Ensure events are properly staffed 

• Responsible for all aspects of event including RSVPs, seating arrangements, menus  

• Maintain reliable financial reports and collect payments on time 

• Remain under budget with all costs 

• Manage events and address potential problems that may arise in advance or on-site 

• Plan for potential scenarios that could impact the integrity of the event 

• Maintain a working knowledge of the complex needs of a wide variety of events 

• Full-circle event wrap-up to thank all donors, vendors, attendees, etc. 

Additional Responsibilities 

• Manage events and fundraisers as requested, including after-hours events and some weekends as needed 
 
Education and Skills Requirement 

• Minimum 5 years of experience in event management  

• Creative thinker and detail-oriented 

• Highly-organized multi-tasker who is a self-starter 



• Exemplary oral and written communication skills 

• Adaptable to change and can work in a team environment 

• Experience managing a budget 

• Knowledge of Adobe Products and graphic design experience a plus 

• Experience working in a dynamic, growing organization 

• Valid driver’s license and access to personal transportation for potential travel to local schools 

• Commitment to the mission of Beyond Basics 

 

Work Environment 
This position operates on-site in an office environment on a day-to-day basis. The work environment may change 
depending on the event location. 
 
Physical Demands 
While performing the duties of this job, the employee must regularly sit and use hands as well as communicate and 
hear. This position may require the ability to lift and move items. The person in this position must have reliable 
transportation. 
 
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 
This position description is intended to describe the essential functions of and requirements for the successful 
performance of this position. It is not to be interpreted as an exhaustive statement of duties, responsibilities or 
requirements of this position, nor is it intended to limit the authority of any manager to assign and direct the activities of 
employees under his or her direction. 
 

To apply, submit your resume to hr@beyondbasics.org. Please indicate your position of interest in the subject line of 

the email. 

 

mailto:hr@beyondbasics.org

