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Events and Community Outreach Coordinator 
(ECOC) 

Organization:  Rutland County Humane Society (RCHS) 
City/State:  Pittsford, Vermont 
Country:  United States 
Primary Category:  Development 
Salary:  Hourly 
Type of Position:  Full-Time 
Education Requirement:  Bachelor’s degree or equivalent  
Experience Requirement:  3-5 years 
Description & Details 
 
 

RCHS Events and Community Outreach Coordinator (ECOC) 
  

The Rutland County Humane Society has been serving the animals and people of 
Rutland County, Vermont for more than 55 years. We offer a safe haven for people 
who, for a variety of reasons, need to surrender their pet. Working with Town Animal 
Control Officers (ACO’s) and Local, County and State Law Enforcement officials, we 
house animals that are picked up and transported to the RCHS as strays on the street 
or have been abused and/or neglected, where they receive necessary veterinary care 
and love while waiting to be found by their owners or adopted. We have had a 100% 
spay/neuter policy for our animals for more than 25 years. Our annual budget is approx. 
$600,000, of which $360,000 comes from donations and events. 
 
SUMMARY:  
 
Responsible for developing, planning and implementing a calendar of numerous one-
time as well as ongoing, both large and small scale fundraising and community outreach 
events throughout the year in a deadline driven, fast paced environment. Able to work 
independently, as well as within a team. Must be able to anticipate project needs, 
discern work priorities, and meet deadlines with little supervision, and be willing to work 
occasional evenings and weekends. 
  
 
DUTIES and RESPONSIBILITIES: 
 
 Formulate a proposed calendar of events; plan and coordinate all events including 

budgeting, implementation, marketing, staffing, developing agenda and activities, 
vendor relations, set-up, working the event, break-down and follow-up. 
 

 Implement events including but not limited to: The Annual Appeal (Spring); the 
Annual Membership Campaign (Fall); the Annual Community Holiday Critter Card 
(CCHC) fund raising campaign (November); the on-line raffles (Spring & Fall); the 
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Annual Duck Derby (Fall); the biannual yard sales (Spring & Fall); Dock Diving; the 
Animal Pool Party; For the Love of Dogs; the Blessing of the Animals; and 
organizing and managing the annual Camp Furry Friends. This includes managing 
all aspects of bulk mailings, printing, stuffing envelopes and mailing under bulk mail 
rules.  

 

 Work with the Associate Director to coordinate publicity, public relations, advertising, 
promotional and support materials needed for events and outreach including: E-
news, newsletters, Social Media, advertisements, others as defined. 

 

 Represent the RCHS at schools and community groups in educating people about 
RCHS, humane education, the RCHS Mission, etc. Participate in small-community 
based events to raise awareness of the shelter's services and mission with focus on 
the contracting towns that RCHS serves.  

 

 Assist with the creation of event budgets and projection of goals, at times doing so 
independently.  

 

 Ensure the accurate tracking of all event revenues/expenses including: receipts, 
correspondence, in-kind contributions and supporting documentation.  

 

 Manage the distribution and pickup of RCHS Dog Banks and Community Donation Bins 
located within Rutland County business establishments. 

 

 Attend and contribute to all required staff meetings and trainings.  
 

 Provide periodic updates and reports for each event, including post-event reports.  
 

 Manage development operations, creating an efficient and secure working 
environment. 

 

 Represent RCHS at external community events. 
 

 Create, organize and implement fund raising events for the RCHS and implement 
planned giving programs. 

 

 Engage in special projects as assigned. 
 

 Maintain data base, perform accurate data entry; maintain, develop and/or modify 
systems for efficient management of information. 

 

 Purchase Office and Adoption Center supplies and control office inventory. 
 

 Coordinate and track donations, maintains lists of donations by category, coordinate 
thank you notes and letters from the Executive Director. 
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 Perform other duties as assigned by the Executive Director.  
 
QUALIFICATIONS 
 
Education & Experience 

 
 Bachelor's degree (or equivalent) from an accredited college or university in 

business administration, marketing, communications or related field preferred. 
Any combination of training and experience that would provide the required 
knowledge is qualifying. 
 

 Computer proficiency in Windows operating system and MS Office software 
including Word, Excel and Power Point. Ability to operate Internet applications 
and email as well as external vendors' and proprietary software programs. 
 

 A proven ability to take projects from inception to completion while 
simultaneously executing competing priorities, both independently and alongside 
a team. 
 

 Exceptional written and verbal communications skills, customer service and 
comfort in speaking with individuals and organizations in various public settings. 
 

 Understanding of budget control, expenses and allocations. 
 

 Self-directed and able to set a personal schedule that maximizes efficiency and 
results. 
 

 Knowledge of animal welfare field a plus. 
 

SKILLS & ABILITIES 
 Strong organizational skills with the ability to be flexible, multi-tasked, and work 

under pressure in a fast paced environment.  
 Ability to build productive business relationships. 
 Proficiency with Microsoft Office, basic graphic design and experience with 

database management. 
 Comfortable handling companion animals. 
 Excellent interpersonal communication, relationship building and stewardship 

skills; ability to personally connect with, network and engage diverse groups. 
 Flexible with a strong work ethic and an entrepreneurial spirit to accommodate 

multiple responsibilities and shifting priorities. 
 Ability to work occasional weekends and evenings. Willingness to adjust hours to 

accommodate the needs of the job. 
 Commitment to a positive, fun and team-oriented working environment. 
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 Ability to learn the use of Donor Perfect software, on-line web based programs, 
USPS and auction software. 

 Must possess a valid driver’s license. 
 
 
WORKING CONDITIONS/PHYSICAL DEMANDS 
 

 Normal office environment as well as offsite events and activities. Manual 
dexterity for operating a computer keyboard, printer, facsimile machine, 
photocopier, scanner, calculator and/or ten-key adding machine. 

 May involve speaking engagements and/or travel to events at early morning, 
evening or weekends. 

 Requires some lifting occasionally (up to 50 pounds). 
 Potential exposure to zoonotic diseases, dangerous and fractious animals. Work 

schedule is typically Monday through Friday. Work schedule hours may vary; 
evenings and weekends may be required. Requires working with and among 
RCHS animals. 

 Must possess and maintain a valid class C drivers license and have a 
satisfactory driving record. 

 
DEADLINES FOR APPLICATION 
 
While the position will be kept open until the right candidate is found, applicants should 
submit a Cover Letter, Resume, a list of accomplishments, three references, and 
expected salary (hourly rate) to: Dr. Kevin A. Rushing, Executive Director 
Executivedirector@rchsvt.org.  
 
Phone calls inquiring about the status of your application will not be accepted. 
 
Upon hiring, the employee will be subject to a 90-day introductory period during which 

time employment may be terminated as determined by management. All 

aforementioned requirements are subject to change by the RCHS at any time.  

 
 
 

 


