
 

 
Position title: WDRC Fundraising Event Intern    

Total Hours & Compensation: 6-12 hours/week (6-8 office, + extra event hours), unpaid   
Term: June-December 2016 (shorter durations may be considered)  
Reports to: Development & Outreach Coordinator  
 
About the WDRC 
Are you looking for a job that you believe in? Are you looking to work in an organization filled with people passionate 
about the mission and services? Are you a highly organized and super efficient driver? The Whatcom Dispute 
Resolution Center (WDRC) is a local 501c3 nonprofit organization serving the people of Whatcom County 
since 1992. Our vision is for Whatcom County to be a community in which people deal with conflict in 
creative and healthy ways.  
 
Fundraising Event Coordinator: 
The Fundraising Event Coordinator is an ideal opportunity for an enthusiastic and experienced individual 
to contribute to an organization that provides critical services to our community. The successful candidate 
will be highly efficient, flexible, organized, and able to maintain a high level of attention to detail. They will 
also possess skills in event planning, relationship building, and administrative tasks. The primary role of 
this position will be working with the Development & Outreach Coordinator on the planning and 
execution of fundraising events, including: Cribbage Tournament, Wander to Wander 1K, and the Peace 
Builder Awards Gala, the WDRC’s largest fundraising event. The Peace Builder Awards Gala brings our 
mission to life—honoring the remarkable acts of people putting the pieces together for creative conflict resolution in 
our neighborhoods, schools, and community. Along with the awards, guests enjoy Peaceful Poetry Youth Contest 
readings, dinner, music, silent auction, dessert dash, and more. 
 
Responsibilities:

 Creating and mailing sponsorship and donation solicitation pieces 

 Communicate with prospective donors  

 Creating and managing spreadsheets to track items received 

 Tabling at community events and disseminate information about event and WDRC services 

 Coordinate event logistics and volunteer roles 

 Prepare materials, documents, letters, and signage as needed by DoC 

 Maintain professional appearance and interactions with staff and clients 

 Coordinating day of event logistics and serving as volunteer lead at event 
 

Desired Qualifications: 

 Relevant work or volunteer experience in nonprofit, fundraising, and/or event coordination  

 Proficiency with MS Windows, solid keyboard skills and Microsoft Office (esp. Word and Excel) 

 Willingness to learn new computer skills and troubleshoot as needed 

 Familiarity with or willingness to learn GiftWorks and InDesign 

 Ability to learn about WDRC programs & events 

 Experience working with people of diverse ages, skills, ethnicities & belief systems 

 Positive customer service skills 

 Good organizational skills and attention to detail 

 Ability to work both as part of a team and independently 

 Ability to be flexible and willingness to “roll up your sleeves” where needed 

 Ability to make and maintain regular volunteer hours and schedule 
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