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Celtic Arts Foundation 
Program & Event Manager Job Description 

 
The Celtic Arts Foundation (CAF) is a 501 c(3) nonprofit membership organization whose mission is to “sponsor, 
encourage and promote Celtic culture through events and educational activities.”  Working out of the new 
Littlefield Celtic Center (LCC) in Mount Vernon, WA, we currently present a number of activities throughout the 
year, including a summer Highland Games festival; dinner programs; a Winter School for bagpipers, drummers and 
fiddlers; and weekend music sessions and workshops.  
 
CAF has built a reputation for producing quality events, while being a non-profit committed to transparency and 
best practices.  The work environment is fun and fast-paced, interacting with people from all walks of life.  To help 
us be effective, we rely heavily on technology.  The diversity of task and challenge at CAF is part of what makes it 
such a fun place to work.  Our focus is clearly on the people we serve—whether members, performers, volunteers, 
or audience.   
 
CAF wants to expand its offerings of Celtic music, dance and related daytime, evening and weekend activities and 
events, utilizing the new LCC event space.  We are seeking a Program and Event Manager to help develop and 
expand programming, while assisting the Executive Director in effectively providing quality programs and service 
to members and stakeholders.  
 
Overview 
This is a fulltime, exempt position available immediately. The program and event manager will work in an office 
environment, and report to the Executive Director. The main objectives for this job are: 

• Assist with all aspects of planning, marketing and presenting the programs and activities offered by CAF 
• Coordinate the calendar and events, volunteer staffing and related resources for the LCC 
• Provide outstanding customer service to members and all who come in contact with CAF 

 
Qualifications 
Prefer a minimum of 1 to 3 years’ experience in a paid special events/marketing coordinator position. Evidence of 
successful event, sponsorship, marketing, public relations, website and business development/relationship programs 
required. 
 
Graduation from a 4-year college or university preferred. A 2-year degree with a minimum 5 years related work 
experience, preferably with a nonprofit organization, may substitute. Event, communication, marketing and/or 
public relations experience desirable. 
 
Benefits to Employee 

• Pleasant conditions in brand new office space 
• Casual, but professional work environment 
• Growth-focused organization continually pursuing new ideas and opportunities 
• Strong commitment to technology 
• Downtown location provides easy transportation access and many amenities 
• Opportunity to build and create events, materials, platforms 
• Educational and rewarding work with local, regional, national and international artists 
• Varied, interesting activities with always plenty to do 
• Involvement with a dedicated set of lively volunteers 
• Opportunity to work with students of all demographic groups pursuing their passion for Celtic music 

 
Compensation range 
$50,000-$55,000 depending on experience 
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Job Responsibilities  
General program and event assistance responsibilities include: 

• Event planning including marketing and logistics, budget development, and successful implementation and 
follow-up for all CAF events (at the LCC, and other venues) 

• Coordination of the production of events at LCC; working with performers and coordinating details related 
to their performances (hospitality, marketing, transportation, promotions) 

• Volunteer management—communication, coordination and office support 
• Coordinate logistics of event ticket sales 
• Cultivate and expand sponsorship development and fulfillment 
• Assist with membership recruitment and retention 
• Correspondence and communications (mail, email, social media, webpage updates) with CAF members, 

volunteers, media and sponsors 
• Webpage content maintenance and updates (no coding) 
• Ongoing event evaluation and improvement plans 
• Other duties as assigned by the Executive Director 

 
Requirements for the Position 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The 
requirements listed with this job description are representative of the knowledge, skill and/or ability required.   
 

• Ability to work evenings (during events) and on weekends (non-standard office hours) as needed and with 
advance notice 

• Language skills – the ability to read, analyze and interpret complex documents. Ability to respond 
effectively to the most sensitive inquiries or complaints. Ability to write a business letter, an article, and a 
press release. Comfortable and competent in making presentations to groups. 

• Reasoning ability—the ability to define problems, collect data, establish facts and draw valid conclusions 
• Energetic and motivated 
• Organized, efficient and technology savvy 
• Likes working with and helping people 
• Great communications skills: clear, concise, effective, positive approach 
• Patient and flexible in approach to solving problems 
• Able to stay calm and work under pressure  
• Can work independently, as well as part of a team, either as leader or in a supporting role 
• Hold a valid Washington State driver’s license 
• Pass a Washington State background check (from Washington State Patrol) 

 
Technical skills required: 

• Adept at working with (but not limited to) Microsoft Office programs 
• Email and related computer communications skills; familiarity with social media a plus 
• Strong writing, proofing and editing abilities 
• Comfortable with operating standard office machines and equipment 
• Able to do light lifting and physical activity 

 
Physical demands: 
The physical demands described here are representative of those that must be met by an employee to successfully 
perform the essential functions of this job. Some regularly used items are stored in a basement, accessible only by 
stairs, and the person hired for this position must be able to get up and down stairs carrying things, as a requirement 
for this job.  Additional facility setup for events will involve lifting chairs and tables (with assistance).   
 
While performing the duties of this job, the employee is regularly required to sit; use hands to finger, handle or feel 
objects, tools or controls, reach with hands and arms, as well as lifting and moving chairs and tables and other items 
up to approximately 30 pounds.  Specific vision abilities required by this job include close vision and the ability to 
adjust focus.  The employee frequently is required to talk or hear. 


