
Community Engagement Events Coordinator / Job Description 

Reports to: Community Engagement Director 

 

Part-Time Position: 20 hours /week (weekday/some weekend hours) 

 

The Jewish Community Center of Northern Virginia (Fairfax) seeks a qualified, outgoing, 

creative, detail-oriented, organized individual who is an excellent communicator and excels at 

relationship building to work part-time as the Community Engagement Events Coordinator.  

 

You will be responsible for coordinating and implementing mid-size community events and 

assisting in the planning of relevant and meaningful experiences for smaller events geared 

toward families with young children. A primary goal throughout will be building relationships 

with members of our community, as well as with a variety of organizations and agencies. 
 

Specific responsibilities include, but are not limited to:  

 Assisting in event planning, design and production while managing all project delivery elements within 

time limits. 

 Assist with planning logistics and details for events; act as onsite event manager. 

 Work with Director to develop and implement existing events, as well as new initiatives. 

 Work with Director to proactively handle any arising issues and troubleshoot any emerging problems on 

event day. 

 Research market, identify event opportunities and generate interest. 

 Responsible for administrative tasks for each event (timelines, budgets, working with committees, tracking, 

marketing, reporting and evaluation of events). 

 Work with JCC PR/Marketing Director to secure promotional materials and promote programs throughout 

the community. 

 Participate and serve on planning committees as needed and serve as a resource to members of the 

community. 

 Write up and submit reports/evaluations as required. 

 Work with other staff in the department and at the JCC, attend all-staff meetings. 

 Other duties as required. 

Requirements and Qualifications: 

 Experience as an events planner or organizer. 

 Basic knowledge of Northern Virginia and its communities. 

 Knowledgeable about Jewish traditions, holidays and customs. 

 You are interested in helping our Jewish community grow by thinking outside the box. 

 A team player who understands the importance of collaboration and community. 

 You are self-motivated, curious and open to new ideas. 

 You have excellent communication skills, you are detail oriented, and can maintain confidentiality. 

 Proficient in MS Office Suite, web based applications and social media. 

 Bachelor's degree in education, events management or related field and related work experience.  

 

To apply, please e-mail your cover letter and resume to jobs@jccnv.org. When responding, 

please type in the title of the job in the subject line. 
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