CASTLE ROCK
SENIOR ACTIVITY CENTER

"Loving Life in the Second Half"

2323 Woodlands Blvd., Castle Rock, CO 80104

ASSISTANT DIRECTOR - EVENTS, FUNDRAISING &
OUTREACH

Position Description
Updated: February S, 2026

Position Summary

The Assistant Director — Events, Fundraising & Outreach supports the Executive Director in the
administration of Senior Center operations, fundraising initiatives, outreach efforts, and special events.
This position plays a key leadership role in planning and executing fundraising and marketing strategies,
overseeing daily operations in the Executive Director’s absence, and supervising front-line staff and
volunteers.

The Assistant Director is directly responsible for the supervision, training, and support of the Volunteer
Manager, Front Desk Coordinator, and Front Desk Administrative Assistant.

Supervision

Works under the direct supervision of the Executive Director.

Essential Duties and Responsibilities

Administrative & Leadership Responsibilities

e Oversee the Center operations in the absence of the Executive Director in coordination with other
Assistant Director.

e Collaborate with the Executive Director to plan and implement fundraising, outreach, and
marketing initiatives.

e Assist with monthly Newcomer Orientation meetings as needed.

o Share responsibility with the Executive Director for reviewing daily mail, check signing, and
weekly bank deposits.



e Supervise, train, and support the Volunteer Manager, Front Desk Coordinator, and Front Desk
Administrative Assistant.

e Manage petty cash reimbursements.

e Maintain the Center’s Raffle Manager’s License.

o Assist the Executive Director with special projects, including grant writing and grant
administration.

o Coordinate with the Assistant Director — Activities, Programs and Services to support continued
development and enhancement of the Schedules Plus system under the direction of the Executive
Director.

o Perform additional duties as assigned.

Fundraising, Events & Qutreach

e Collaborate with the Executive Director and Executive Vice President to plan, coordinate, and

execute fundraising and outreach events, including but not limited to:
o Senior Life Expo

Golf Tournament

Craft Show Extraordinaire

Dining to Donate Program

Colorado Gives Day

Loving Life Challenge

Car Wash Coupons

Shopping Extravaganza

King Soopers Community Rewards

o Miscellaneous and newly developed fundraising initiatives

e Coordinate additional fundraising and outreach projects as needed in collaboration with the
Executive Director.

e Assist and support the Fundraising Committee in partnership with the Executive Vice President.

o Provide fundraising data, metrics, and updates for inclusion in the Executive Vice President’s
Board Report.

o Supervise outreach activities and events coordinated by the Volunteer/Outreach Manager (e.g.,
Shop Ex, ArtFest, volunteer fairs).

e Manage, design, and implement online auctions and the online boutique.

e Coordinate and manage advertising campaigns for fundraising events.

o Write and distribute press releases on behalf of the Center for Fundraising events.

e Oversee and implement special events and community drives (e.g., Car Show, Lillis special
events, volunteer appreciation, celebrations, donation drives) in coordination with Assistant
Director — Activities, programs and Services and Executive Director.

o Work with craft leaders to identify projects and pricing for the Craft Show booth and boutique, in
collaboration with the Executive Director.

e Receive, sort, and store incoming donations for events such as Grandma’s Attic, auctions, and
raffles.
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Marketing & Communications



e Serve as backup for website updates and email communications using the Center’s email
marketing platform.

e Assist with the distribution of promotional materials, newsletters, and event communications.

e Support social media and community outreach efforts as needed.

Front Desk & General Office Support

o Greet, assist, and direct members, visitors, and the general public to appropriate staff.

e Provide front desk support as needed to ensure smooth daily operations.

o Balance the cash register at the end of the business day (shared responsibility with staff).

o Share responsibility for weekly bank deposits.

e Assist with program registrations, including payment verification, waitlist management, and
cancellations.

e Process purchases and financial transactions using the credit card system and cash register.

e Provide general office support to ensure efficient and effective Center operations.

Skills, Experience & Training

o Excellent grammar and strong written communication skills.

e Proficiency in Microsoft Office applications.

e Experience with multi-line telephone systems.

e Minimum of five years of experience in an office environment.

o Strong working knowledge of standard office equipment and applications.

o Preferred experience in nonprofit organizations and/or volunteer program management.

Additional Key Requirements

o Bachelor’s degree from an accredited college and a minimum of four years of direct experience
working with senior populations.

o Knowledge of nonprofit operations, volunteer management, financial management, and human
resources principles.

o Strong leadership, organizational, and problem-solving skills.

o Ability to interact effectively with the public, members, staff, volunteers, and partners.

e Ability to adapt in a fast-paced, evolving environment.

o Strong analytical and mathematical skills related to reporting, budgets, and cash flow.

e Valid Colorado Driver’s License with an acceptable driving record.

e Demonstrated commitment to the mission and success of the organization.

Computer Proficiency



e Microsoft Office Suite

e Design software (Canva, Adobe, etc. — preferred)

o Financial software

e Search engines

e Social media platforms

o Database systems (Schedules Plus, EmpowOR — preferred)

Physical Requirements

e Ability to lift up to 25 pounds.

e Ability to communicate clearly in person, by phone, and via radio; recognize alarms and
emergency signals.

e Visual ability to read and distinguish written materials and environmental details at varying
distances.

e Mobility to move throughout the Senior Center and attend off-site events as needed.

Acknowledgement

Position descriptions are dynamic and may be updated as programs and services evolve. Employees are encouraged to discuss
ways to improve role effectiveness with their supervisor.

e T have received a copy of the Employee Handbook.
e T have received a copy of the Center’s Bylaws.

I have read and understand the job description, and my questions regarding duties, responsibilities, and requirements have been
answered.

Employee Signature: Date:

Supervisor Signature: Date:




