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WNIN JOB ANNOUNCEMENT

	Employer Information:

WNIN Tri-State Public Media, Inc.

Two Main Street
Evansville, IN  47708

Phone: 812-423-2973

Employment@wnin.org
	Job Information:

Job Title: Fundraiser/Administsrative

     Assistant/Theater Rental Lead              
Work Hours: Part-Time, 25 hours/week
Work Days:  Mon-Fri, & as needed

Application Process: Send résumé and cover letter Reference Job # 0525


The part-time Fundraiser Administrative Assistant /Theater Rental Lead will assist the Director of Events/Theater to maximize revenues through various annual fundraisers and lead in the Old National Public Theater Rentals.

Fundraising Duties:
· Responsible for providing administrative support services to the Director of Events/Theater in preparation/execution of annual fundraising events (Gala, Murder Mystery, Auction, Jazz Fest, Kids Fest and other station-related events as necessary). This will include emails, answering and making calls, input of data of information, filing, making copies, input auction items and attendees into CRM for fundraising occasions. Ability and willingness to learn new task when needed. 
· Will make call/emails for donations for auctions/fundraiser. Prepare arrangements for yourself to pick up/or get item for auction/fundraiser.
· Will work closely with sponsors, underwriters, donors, attendees for fundraisers, and other vendors to ensure smooth partnerships and associations with annual fundraising events, through emails and phone calls as needed from Director of Events. 

Theater Duties:
· Will function as the lead staff member on-duty during public theater screenings and catering/facility rentals which will occasionally require weekend/evening shifts. 
· Specific duties will include setting up rental space, ensuring theater rental agreement paperwork is filled out properly, making sure we have proper insurance paperwork in order for rental usage of theater, opening/closing (locking) building, running theater projector for films being shown, facilitating entrance and exit of guests, performing vending duties (as needed) and overall oversight/management of screening/facility event, making sure theater is in proper order for rental. 
· Assist with any theater promotional materials and post theater wrap-up and reporting needed.

Skills and Qualifications:

Customer service: Interact professionally with all sponsors, underwriters, donors, attendees, vendors, and staff, to ensure fundraiser/theater needs are met and any issues are resolved promptly 

Hands-on work: work along with all the staff for fundraising occasions, both indoors and outdoors, in various weather conditions. 

What you need: Candidate must be a self-starter, possessing excellent oral and written communication skills, multi-tasking skills, exceptional customer service, organizational skills, ability to prioritize and manage deadlines effectively, ability to work proactively and independently, and ability to work effectively with diverse personalities and communication styles. Working knowledge of Outlook, Word, and Excel needed to perform job duties.  EOE

