
 

 

 

 

 

 

 

United Way is social change organization that unites the community to create access and opportunity for 
everyone in the Quad Cities to thrive. We believe in the power of unity and equity to bring lasting 
change. We unite leading corporations, foundation, individuals, nonprofits, school districts and more to 

achieve measurable outcomes and create truly transformation change across the Quad Cities. 

The Volunteer & Events Manager is a strategic, dynamic and detail-oriented leader responsible for 

driving volunteer engagement initiatives and executing impactful events that support and advance the 

United Way Quad Cities (UWQC) mission of mobilizing people and resources to improve lives. 

This position plays a vital role in designing and executing memorable, impactful events and volunteer 

opportunities that strengthen the United Way brand, deepen donor engagement, foster meaningful 

connections, and align with the donor journey to drive revenue and participation. 

In a role that allocates approximately 70% of your time to cultivating and bringing to life volunteer 

initiatives, and the remaining 30% to orchestrating events that carry deep significance, you assume a 

pivotal position in propelling our work. 

The position requires energy, creativity and ability to collaborate with a diverse team of professionals, 

including peers within the organization and with donors, volunteers, community, business and civic 

leaders in the Quad Cities.   Strong project management skills and attention to detail are key. 

ESSENTIAL JOB FUNCTIONS: 

Corporate Volunteer Engagement 

• Create mission-driven volunteer opportunities that connect donors and partners to the 
organization’s measurable impact in the community. 

• Continuously assess volunteer needs in collaboration with internal and external partners. 

• Prioritize volunteer projects based on scalability and alignment with community needs. 

• Design and execute a strategic, year-round volunteer engagement plan with the portfolio of 
UWQC corporate partners. 

• Develop enriching volunteer experiences that align with the organization's mission. 

• Lead volunteer engagement strategies for corporate partners, both existing and potential. 

• Oversee volunteer onboarding process, ensuring effective communication and training. 

• Create recognition and appreciation programs to celebrate volunteer contributions. 

• Track event and volunteer participation data, using insights to refine strategies and improve future 
experiences. 

 

Strategic Event Planning /Management: 

• Plan and execute impactful events, such as donor appreciation gatherings and community 

showcases, that are strongly branded, inspire giving and align with organizational priorities. 

• Collaborate with cross-functional teams and external partners for seamless event logistics. 

TITLE:   Volunteer & Events Manager STATUS: Full-Time 

REPORTS TO: Vice President, Corporate Relations FLSA CLASSIFICATION: Exempt  

SUPERVISES: N/A 



 

 

 

 

 

• Lead and execute fundraising and volunteer events, including planning, promotion, and 

implementation. 

• Develop clear event objectives and timelines, adjusting plans as needed. 

• Communicate effectively with staff, volunteers, and partners regarding event details. 

• Deliver timely, personalized follow-up communication to event attendees, fostering stronger 

relationships and encouraging further action. 

• Conduct post-event assessments and surveys to inform future event improvements. 

Relationship Building: 

• Cultivate strong relationships with corporate partners, community leaders, and volunteers. 

• Collaborate closely with the VP of Corporate Relations and Resource Development Team to align 
volunteer opportunities with corporate partner’s social responsibility goals. 

• Foster partnerships with community and corporate organizations to create impactful volunteer 
projects. 

• Provide exceptional customer service to corporate and nonprofit partners, employees, and 
community members. 

 

Communication and Promotion: 

• Collaborate with the marketing and communications team to promote diverse volunteer opportunities. 

• Ensure consistent branding and messaging to support volunteer recruitment and retention efforts. 

• Develop compelling event promotion materials, scripts, and communications assets. 

• Maintain open communication channels with staff, volunteers, and partners regarding key events. 

Data Management and Reporting: 

• Create data-driven dashboards to track volunteer engagement metrics. 

• Analyze quantitative insights on volunteer and donor trends. 

• Generate volunteer impact reports for partners and stakeholders. 

• Leverage and expand use of our Volunteer Hub. 

• Maintain accurate records of volunteer engagement and event data. 

Budget Management: 

• Prepare and manage budgets for volunteer projects and events. 

• Ensure cost-effective event planning and execution while adhering to budget limits. 

Community Engagement and Impact & Innovation and Continuous Improvement: 

• Drive innovative ideas and concepts for volunteer projects and events. 

• Continuously seek opportunities to enhance the volunteer and event experience. 

• Implement lessons learned from post-event assessments to improve future events. 

• Create volunteer opportunities that address critical community needs. 

• Ensure that volunteer projects contribute positively to the organization's mission and goals. 

Team Collaboration & Professional Development: 

• Collaborate seamlessly with cross-functional teams to align efforts and achieve shared goals. 

• Stay informed about industry best practices in volunteer engagement and event management. 

 



 

 

 

 

 

 

REQUIREMENTS: 

Education/Training: Bachelor’s degree in Events Management, Communications, Public Relations, 

Volunteer Engagement or a related field OR a combination of education and at least one year of event or 

project management experience. 

Experience/Other Requirements: 

• Strong event planning and organizational 
skills with attention to detail for events 
ranging in size from 20 to 1000+ attendees 
and duration from one to two hours to full 
day events. 

• Ability to lead and manage volunteers and 
volunteer groups, maintain engagement and 
motivation, enthusiasm of volunteers 

• Ability to collaborate with other departments, 
agencies and peers to reach common goals 

• Strong verbal and written communication 
skills 

• Excellent project management skills with the 
ability to exercise independent judgment and 

critical thinking, as well as establish metrics 
to effectively track progress 

• Outstanding interpersonal skills with a 
positive customer service focused attitude 
with the ability to infuse stellar internal and 
external customer service into all activities 

• Ability to work independently, as part of a 
team, and in a flexible environment. 

• Ability to work professionally and 
diplomatically with a variety of community 
members. 

• Ability to function effectively in a fast paced 
and changing work environment. 

• Valid Driver’s License, automobile insurance, 
and reliable transportation required. 

------------------------------------------------------------------------------------------------------------------------------------------------------------------------ 

The above statements are intended to describe the general nature and level of work being performed by 

individuals assigned to this position.  They are not intended to be construed as an exhaustive list of all 

responsibilities, duties, and skills required of personnel so classified.  I have read this job description and 

understand it and have received a copy. 

              

Employee’s Signature      Supervisor’s Signature 

              

Date        Date 

At United Way Quad Cities, we value every background, identity, and experience. We believe that a diverse team, informed by different cultures and 

perspectives, makes us stronger. We are committed to doing the work and challenging each other to be an organization in which everyone is respected and 

heard. We commit to providing genuine opportunities for all people to thrive. And we will continue to embed diversity, inclusion, belonging, and equality in 

everything we do. 


