
 
 
 

The Rodel Foundation of Delaware is a fast-paced operating philanthropy engaged in 
transforming the public education system of our state with a dedicated team of 
talented and passionate people. Our office is in Wilmington but the focus of our work 
is state-wide with an intent to be a model for the nation.  The Foundation is nationally 
recognized and its mission is to help Delaware create one of the finest public 
education systems in the world by 2020. For more information, go to 
www.RodelFoundationDe.org.  
 

JOB DESCRIPTION  
 
Job Title:  Events and Convenings Officer  
  
Reports To:   Operations Manager 
 
Summary:  
Engagement of stakeholders and partners is a crucial part of advancing the Foundation’s 
mission.  We host and support a wide array of meetings, events and conferences across 
each year to gather input, share information, and engage stakeholders and the general 
public on how to improve public education in Delaware and the nation.  The ideal 
candidate to lead this work will have a passion for organizing and producing flawless 
events and meetings that engage and delight participants.  The Events and Convenings 
Officer will be responsible for the success of all events and convening activities of the 
Foundation.  The role will require you to coordinate and manage across internal teams, 
motivate and manager external partners and ensure vendor performance to produce 
high-quality, timely, and on-budget events.  The role is tactical, developing and 
executing on detailed event project plans, but also offers opportunities to be strategic, 
working with our leadership team to conceive of and design events that increase 
participation and engage attendees in new and authentic ways. 

 
The position is full-time and reports to the Operations Manager of the Foundation.  As 
with all roles in our lean organization, it is “matrixed” meaning that although the 
position is part of the Operations and Administration team, the responsibilities of the 
role will require you to work closely with and project manage several teams across the 
organization, specifically communications and policy and practice. 
 
  

http://www.rodelfoundationde.org/


Critical Success Attributes and Strengths for this Role: 
 
 Excellent project management skills with ability to organize complex tasks.  

 Strong individual contributor and problem solver with a bias to action.  

 Ability to “manage up” and manage across teams through influence rather than direct 

manager authority. 

 Excellent judgment, poise, and professionalism; able to represent the Foundation and to 

external partners and vendors. 

 Appreciates and enjoys bringing a high level of detail to tasks. 

 Prefers to collaborate with others rather than working alone, natural relationship builder.  

 Passion for event and conference planning and management. 

 
Duties and Responsibilities:  
 
 Work with the leadership team to develop and layout overall events strategy and calendars.  

 Collaborate with the leadership team and content leads (and external partners as needed) 

to identify, draft and finalize the objectives, strategies, and design for each event and 

meeting. 

 Convert event designs into detailed project plans, timelines and deliverables and facilitate 

the use of these tools by all staff and teams to help them organize and manage deliverables. 

 Manage up and across the organization to ensure timely decisions on event logistics and 

programming. 

 Collaborate with the Communications Team to publicize and develop and execute on 

detailed event attendance recruitment plans. 

 Own and manage projects to produce each event, meeting or conference including the 

collaborative assignment of tasks to appropriate team members, establishing appropriate 

project meeting schedules and check-ins with task owners and team leadership and day-to-

day project management to keep project plans on track. 

 Work across teams to communicate and assess progress against event goals and priorities, 

shift course when necessary; identify and resolve problems and obstacles early and bring 

appropriate resources to fill gaps and resolve issues as needed. 

 Build relationships internally and externally and maintain communication across multiple 

teams and task owners to ensure smooth event operations and execution.   

 Serve as main contact and ultimate site manager of events. 

 Collaborate with the operations team to track and manage event costs and vendor 

contracts. 

 Design, implement, and analyze event participant evaluation measurements and develop 

event innovations and future plans based on key findings. 

 Other duties as assigned.  

 
  



Experience:  
Experience in organizing complex projects is a requirement for this role. Successful 
candidates will likely have a bachelors degree or equivalent and professional experience 
that prepares them for the responsibilities of the role. 
 
Computer Skills:  
To perform this job successfully, an individual must be proficient in Microsoft Outlook, 
Excel and PowerPoint. 
 
The Foundation offers competitive salary and is an equal opportunity employer.  For 
further information on the Foundation please visit us at www.rodelfoundationde.org 
 
To Apply:  
Submit a cover letter and resume to Nancy Millard:  
Email: nmillard@rodelfoundationde.org  
Re: Events and Convenings Officer 
 


