
 POSITION ANNOUNCEMENT 

 Engagement & Events Manager 
 Reports To: Director, Justice & Equity 

 Location Flexible: New York, NY preferred 
 Closing Date: January 20, 2023 

 About Environmental Grantmakers Association 
 EGA is a membership organization that is composed of over 215 grantmakers and 
 foundations, giving programs, and major individual donors concerned with protecting 
 people and planet at every giving level. EGA members hold more than $200 billion in assets 
 and give more than $1.91 billion annually to support a wide range of environmental issues 
 domestically and internationally. 

 EGA convenes our membership through annual, signature events. These events provide a 
 venue for members to connect on pressing environmental priorities, and glean insights 
 from leaders from the movement and the sector to inform grantmaking. Each fall the 
 organization hosts our annual conference, the EGA Fall Retreat. The Retreat connects 
 hundreds of philanthropic leaders for a 4-day gathering. Foundation trustees, presidents, 
 executive directors and staff gather to network, learn and strategize about the many 
 environmental challenges and opportunities that face our society. Additionally, EGA hosts 
 annual member Briefings. EGA Briefings are 2-day convenings that provide a forum for 
 policymakers and philanthropists to exchange ideas about the pressing policy issues of the 
 day. 

 The ultimate goal of EGA and its members is a world with healthy, equitable and 
 sustainable ecosystems, communities and economies. EGA works with members and 
 partners to promote effective environmental philanthropy by sharing knowledge, fostering 
 debate, cultivating leadership, facilitating collaboration and catalyzing action. EGA 
 envisions a high-impact network of environmental funders working to achieve a 
 sustainable world. Recognizing the importance of diverse perspectives, the organization 
 values ecological integrity, justice, environmental stewardship, inclusivity, transparency, 
 accountability, respect and balancing pragmatism with idealism. 

 More information about EGA can be found at  www.ega.org  . 

 About the Position 
 The Engagement & Events Manager is responsible for the successful production and 
 development of EGA’s signature events. This includes leading on content development, and 

http://www.ega.org/


 managing planning for EGA’s annual conference, the Fall Retreat, and member Briefings. 
 The Engagement & Events Manager is an internal liaison, working across the EGA staff team 
 to ensure cross-organization efforts and programs and meaningfully incorporated into 
 signature event agendas. 

 Additionally, this manager works directly with members of EGA’s network to lead on 
 content development, including mainstage plenaries and featured speaker remarks, that 
 reflect and respond to the unique opportunities and challenges for the environmental 
 philanthropy sector. The Engagement & Events Manager facilitates planning committee 
 members’ participation to design the event, and develops messaging to promote 
 registration for EGA events. Together with the Engagement & Events Coordinator, the 
 Manager oversees logistics for in-person meeting venues, and manages external 
 consultants to produce signature events that support member learnings and advance 
 support to racial equity in the environmental movement. 

 Key Responsibilities 
 Event Planning: 

 ●  Lead the planning and development of programming for EGA’s signature events with 
 focus on the audience of environmental grantmakers, including conference panels, 
 speaker remarks, and spotlights on the organization. 

 ●  Facilitate internal staff planning and build planning documents for internal support 
 of signature and member event content. 

 ●  Organize materials for event committee engagement, design, and planning. 
 ●  Manage, plan, and produce regional salons and briefings on timely issues of interest 

 to the EGA membership. 
 ●  Work closely with the events team and consultants to coordinate EGA event logistics 

 and venues.  Manage site contracts and agreements with external vendors and 
 partners. 

 ●  Travel (if needed) to relevant philanthropic events throughout the year to support 
 member engagement and recruitment. 

 ●  Manage communication with signature event sponsors on redeeming sponsorship 
 benefits and sponsor listings in event materials, with oversight of the relevant EGA 
 director. 

 Member Service Communications: 
 ●  Oversee development of event outreach materials to the EGA membership related to 

 signature events and to external, invited event audiences. 
 ●  Develop event speaker materials, including facilitation guides and logistics details, 

 for invited speakers, EGA staff, EGA Board, and committee members. 



 ●  Collaborate to produce online event resources, including event registration sites, 
 event apps, evaluation processes, and member surveys. 

 ●  Ensure excellent printed materials, with details confirmed by external partners and 
 supporters, across all programs and events. 

 ●  Manage event attendee communication pre-, during, and post-event. 
 ●  Act as an ambassador at signature events in support of relationships with EGA 

 members. 
 ●  Support selection of member-initiated networking and peer-learning activities. 

 Administration: 
 ●  Organize event contracts and agreements with external vendors for Director review. 
 ●  Post-event, work with the events team to process speaker stipends, draft and share 

 thank you notes, and schedule time to debrief with the event committee and staff 
 team. 

 ●  Additional administrative support, as needed. 

 Qualifications and Experiences: 

 The Engagement & Events Manager should have the following experience and 
 qualifications: 

 ●  Relevant experience promoting environmental solutions and innovations that 
 respect all people, practice moving internal systems and structures towards justice 
 goals. 

 ●  Executive writing skills and experienced oral communicator. 
 ●  Attention to detail. Extremely organized, and self-starting. 
 ●  At least 3 years of work experience is required. Preference for relevant work 

 experience in  event planning, content development, project management, and 
 logistics coordination, preferably in a philanthropic or nonprofit setting. 

 ●  Experience facilitating meetings and planning processes that adhere to work plans 
 and timelines. 

 ●  Capacity to work well both independently and as a team are essential. 
 ●  Values relationship-building skills, transparency and openness, positively 

 contributes to EGA’s organizational culture. 
 ●  Enjoys engaging with a wide range of people at in-person events and in online 

 communication. 
 ●  Ability to perform under pressure in high profile situations, with patience and a 

 sense of humor. 
 ●  Ability to maintain high quality standards for online content, printed materials, and 

 member and external communications. 



 ●  Experience learning new processes and technologies. Ability to adapt and 
 incorporate new ideas and innovative solutions. 

 Compensation and Benefits 

 The salary for this position i  s $80,000. There is  an excellent benefits package including 
 generous medical, dental, prescription and vision plans; 20 days paid vacation; and a 
 retirement plan. 

 About the Application Process 
 Please submit your application by completing  this form  by January 20, 2023. 

 No calls, queries, or faxed applications will be accepted  . 

https://www.tfaforms.com/workflows/start/6301

