
 

 

 

 

 

Title:   Events Manager 

Department:  Development  

Reports To:  Director of Development, Operations and Community Giving 

Classification:  Full-time, Exempt 

Salary:  Commensurate with experience plus benefits (paid vacation, sick days, 

health, dental, flex spending, life/disability insurance, 403B)  

 

SUMMARY: The Events Manager is an integral, public-facing member of Minnesota Opera and is 

responsible for achieving annual event fundraising and attendance goals, thoroughly organizing all aspects of 

Opera events, providing concierge-quality service to donors, and cultivating major-donor relationships. This 

position manages all Development department events and some Opera-wide events, including but not limited 

to the Gala, Cabaret, Annual Meeting, new works receptions, opening-night dinners, intermission receptions, 

individual and institutional stewardship events, Board meetings, and other high-level Opera events. 

Occasionally this person may be called upon to solicit donations, and will be responsible for soliciting some 

live and silent auction items. The Events Manager is responsible for developing strategies and tactics to 

increase and maintain event revenue.   

 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

 

50% - Manage event logistics and registrations 

 Take registrations and manage the registration process; send registrations to the Development 

Operations Coordinator for processing. Take ownership of the correctness and completeness of all 

registrations. Manage the seating process at assigned-seating events. 

 Create and maintain event budgets. Develop a process for reconciling monthly Finance Dept. reports 

with events spending. 

 Develop, manage and communicate event timelines and staff/volunteer responsibilities, including 

tasks to be completed in the weeks and months leading up to an event as well as the day-of timeline. 

 Manage all aspects of event promotion, including but not limited to e-blasts, phone calling, printed 

invitations and social media. Work with the Marketing department as necessary on all 

communications and print/design needs. Ensure event invitations are distributed in a timely fashion 

and promotional activities are on schedule. Engage the development team in driving attendance to 

events. 

 Plan, organize and coordinate all logistics for events, including but not limited to working with 

vendors and venues and negotiating contracts; designing event décor and selecting menus as 

necessary; inviting speakers, developing talking points, and managing speaker timings/cues. 

 Oversee corporate sponsorships and table sales in conjunction with the Institutional Gifts Manager; 

develop sellable event sponsorship packages and plans of action for selling sponsorships.  

 Track all event sponsors and ensure timely invoicing and receipt of all gifts receivable, including 

registration payments and auction items. 



 

 Work within the events module in the Raiser’s Edge database as necessary to enter and track data 

relating to events and run reports. 

 Form effective relationships across the organization in order to leverage all available Minnesota 

Opera resources to produce top-quality events; work within time and financial constraints across the 

organization. 

 Manage the artist invitation process to events and for them to participate in auction items as 

necessary; ensure adequate communication around artist needs and responsibilities. 

 Deliver timely and accurate thank-you letters for all event registrations and donations in accordance 

to IRS standards, with the assistance of the Development Operations Coordinator. 

 

20% - Solicit and follow up on auction items and experiences 

 Personally solicit auction items. 

 Manage live and silent auction item solicitation processes. Provide tools and structure for staff and 

volunteers to solicit auction items. Track all suggested, solicited and received/declined items. 

 Manage all auctions from the initial brainstorming phase to the execution of the auction at the event, 

to fulfillment of the auction with the recipient. Ensure a smooth process of delivering items to the 

venue, displaying them, processing payments and every other aspect of the onsite auction process. 

Recommend technological solutions as appropriate. 

 Determine the tax-deductibility of auction items and develop receipts for donors and mange accurate 

accounting in the donor database and reconciliation with Finance. 

 Follow up on auction items as necessary – especially opera experience items – to make sure items are 

fulfilled while providing concierge-quality service. 

 

15% - Determine event strategy 

 Proactively make suggestions for improving Opera events; be able to see events from a detail but also 

a global, big-picture perspective. 

 Stay abreast of fundraising event best practices. 

 Work with the Director of Development, Operations and Community Giving, to determine event 

strategy and formulate an annual events plan and budget. 

 

15% - Support the events committee 

 Develop effective relationships with committee members, event donors and board members. 

 Support the events committees and chairs as requested, provide “concierge” service to major donors. 

 Lead committee meetings as requested. 

 Report out on relevant event metrics in a timely, accurate and complete manner. 

 

Other duties as assigned. 

 

QUALIFICATIONS:  

 Polished professional with a minimum of five years’ experience in event management or similar 

experience and qualifications required. Direct fundraising experience preferred. 

 Ability and desire to form relationships with major donors and board members while providing the 

highest quality of customer service – “concierge” quality service. 



 

 Strategic thinker capable of identifying and creating meaningful and experience for donors and 

prospective donors while leveraging relationship with the organization. 

 Well organized and detail-oriented; capable of thoroughly organizing every aspect of an event from 

the initial ideation to completion and follow-up. 

 The ability to structure activities and manage time to maximum effect, both in the slower off-season 

and down months and also in the days and weeks leading up to a major event. 

 Demonstrated aptitude with event data management tools and online registration systems. 

 Excellent interpersonal communication skills, both on the phone and in person. 

 Ability to work effectively with volunteer leadership and other staff, and to exercise discretion in 

dealing with sensitive situations and events. Ability to maintain confidentiality. 

 Knowledge of word processing, spreadsheets, and development database applications, with a high 

degree of computer proficiency (MS Word, Excel, Windows, mail merge, database application).  

Raiser’s Edge or similar donor database expertise preferred.  

 Must be available for evening and weekend events. 

 Bachelor’s degree from an accredited college or university; advanced degree/certification is a plus. 

 Ability to work as a self-starter in fast-paced team environment, including high-pressure situations 

with staff and patrons. 

 Interest/background in the arts and/or opera strongly preferred. 

 

 

Please send cover letter and resume by August 1, 2016, to dsassenberg@mnopera.org. 

 

Dan Sassenberg 

Director of Development, Operations and Community Giving 

Minnesota Opera 

620 N First Street 

Minneapolis, MN 55401 

 

Minnesota Opera is an AA/EOE Employer 

mailto:dsassenberg@mnopera.org

