
 

Position:  Community Engagement and Events Manager 

Reports To: Executive Director  

Employment Type: 25-40 hours (Position can be part time or full time), non-exempt position, including occasional 

evenings and weekends. 

 

About Chop’s Teen Club  

Chop’s Teen Club located in Santa Rosa, CA is the realization of the dream of Charles “Chop” DeMeo, who saw 

teens as assets to the community, and wished to build a bridge to the future by creating a place for teens to have a 

multitude of opportunities for personal growth. Our doors opened in 2001, and we continue to grow and evolve 

based on the needs and desires of our teen community. The mission of Chop's Teen Club is to provide a safe, fun 

and productive place where Sonoma County teens engage, connect and discover their true potential.  

Summary: This position is responsible for working with the Executive Director and Board of Directors to plan and 

coordinate all aspects of community engagement, event coordination and management and public relations. 

Primary Roles & Responsibilities:  

 Contribute to the fiscal viability of the organization by supporting events associated with the Club’s teen 

events and annual fundraisers, including identifying and securing event sponsors and donors. 

 Identify and broadly communicate Chop’s engagement opportunities parents, community, sponsors. 

 Lead all efforts for a successful fundraising event; in conjunction with other staff, board of directors and 

key stakeholders, secure sponsorship revenue and ticket sales; manage all event logistics, plan and 

execute run of show; manage post event communications and follow up. 

 Serve as representative of Chop’s in the community, actively connecting with prospective donors and 

supporters. 

 Identify, organize and manage engagement opportunities with a focus on increased support from 

corporations, public and private organizations, and individuals. 

 Manage donor database and ensure timely, appropriate acknowledgement of all gifts and donations.  

 Attend strategic community meetings to promote the work of Chop’s Teen Club and identify 

opportunities for collaborations. 

 Grow visibility of Chop’s Teen Club through broad communication of Club activities, including public 

service announcements, press releases, and active posting and management of social media. 

 Ensure the successful attainment of all grant related activities, including deliverables and program 

benchmarks, complete timely grant reports, and serve as main point of contact for all grantors. 

APPLICANT REQUIREMENTS:  Confident public speaking and able to express ideas verbally and in writing. 

Excellent written and verbal communication skills, including computer literacy skills including Microsoft Office 

(Word, Excel, PowerPoint). Demonstrated experience with community organizing/engagement Ability to develop 

and execute collaborative arrangements between programs and organizations, including the management of 

resources. Resourcefulness, thoroughness, and the ability to deliver under pressure with varying degrees of 

oversight.  Ability to relate to very diverse populations in a supportive manner and to be effective in a variety of 

settings, including the ability to carry messages across different audiences. Strong attention to detail and 

organization.  The ability to communicate and build productive relationships with others. Ability to work with 

minimal supervision – self-motivated & confident. Able to handle multiple projects simultaneously. Desire to 

work well with people from all backgrounds with varying degrees of experience.  



Interested applicants please submit a cover letter and resume to: Lorez Bailey, Executive Director- 

lorezb@chopsteenclub.org.  Submissions without a cover letter and resume will not be considered. 
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