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Event & Day-of Coordinator
Location: Lacawac Sanctuary Foundation, Lake Ariel, Pennsylvania
Reports To: President
Status: Seasonal Part Time (April–October) with limited hours available during the winter months (November–March) 
Compensation: $25.00 per hour up to 20 hours per week
Position Summary
Lacawac Sanctuary Foundation is seeking a highly organized, energetic, and customer-focused Event & Day-of Coordinator to oversee the planning and execution of fundraising events and weddings held at our scenic nature sanctuary. This position plays a vital role in advancing Lacawac's mission by coordinating fundraising events that support donor engagement, community support, and revenue generation while ensuring exceptional experiences for couples who choose Lacawac as their wedding venue.
As a benefit of membership, couples who host their wedding at Lacawac receive day-of coordination services. The Event & Day-of Coordinator serves as the primary liaison for wedding couples throughout the planning process and provides on-site coordination on the wedding day to ensure a seamless and memorable experience. The coordinator works closely with vendors, wedding parties, volunteers, donors, sponsors, and guests to ensure every event reflects the beauty, professionalism, and mission of Lacawac Sanctuary Foundation.
Work Schedule
· Primary employment period is April through October, coinciding with Lacawac's peak wedding and event season.
· Limited hours may be available during the winter months for event planning, wedding consultations, fundraising preparation, and marketing.
· Evening and weekend availability is required.
· Must be available to work weddings, fundraising events, donor receptions, and special events, many of which occur on weekends and holidays.
· Flexible schedule required based on the event calendar and seasonal workload.

Essential Responsibilities
Fundraising Events
· Coordinate planning and execution of fundraising events, donor receptions, benefit events, and other mission-supporting activities.
· Assist with sponsorship recruitment, donor engagement activities, ticket sales, and event promotion.
· Work closely with the President, staff, volunteers, board members, and event committees to ensure successful event outcomes.
· Develop event timelines, budgets, vendor contracts, and logistical plans.
· Coordinate event registration, guest communications, signage, catering, entertainment, and event setup.
· Manage event logistics before, during, and after events to ensure a positive attendee experience.
· Track event expenses and assist with post-event evaluation and reporting.
· Support efforts to maximize attendance, sponsorship revenue, donor participation, and community engagement.
· Recruit and coordinate volunteers as needed for fundraising events.
Wedding & Day-of Coordination
· Serve as the primary contact for wedding couples from booking through wedding day.
· Conduct venue tours and respond to wedding inquiries.
· Meet with couples to review wedding details, timelines, venue policies, and logistics.
· Develop detailed wedding-day schedules and vendor timelines.
· Coordinate wedding rehearsals and ceremony logistics.
· Communicate and coordinate with caterers, photographers, florists, DJs, officiants, rental companies, and other vendors.
· Provide day-of coordination services for member couples hosting weddings at Lacawac, including management of timelines, ceremony logistics, vendor coordination, wedding party direction, guest flow, and event execution.
· Oversee ceremony and reception logistics to ensure events remain on schedule.
· Direct wedding party members during rehearsals and on the wedding day.
· Manage vendor arrivals, setup, breakdown, and adherence to venue policies.
· Troubleshoot issues and provide solutions while maintaining a calm and professional demeanor.
· Ensure all weddings adhere to venue policies, safety procedures, and site preservation standards.
· Coordinate event breakdown and post-event venue inspections.
Venue & Client Relations
· Maintain positive relationships with wedding vendors, sponsors, donors, and community partners.
· Assist with marketing and promotion of Lacawac's wedding venue and fundraising events through social media, website content, wedding shows, and promotional materials.
· Maintain accurate event records, contracts, calendars, and client communications.
· Ensure event spaces are prepared, organized, and event-ready.
· Provide exceptional customer service to donors, sponsors, wedding couples, vendors, and guests.
· Represent Lacawac professionally and positively at all times.
Qualifications
Required
· Associate's degree or equivalent professional experience in event planning, hospitality, nonprofit management, communications, marketing, or a related field.
· Minimum of two years of experience coordinating events, weddings, hospitality services, fundraising activities, or related programs.
· Strong organizational and project management skills.
· Excellent interpersonal, written, and verbal communication skills.
· Ability to manage multiple priorities simultaneously and work independently.
· Strong attention to detail and problem-solving abilities.
· Proficiency with Microsoft Office, Google Workspace, and basic event management software.
· Valid driver's license and reliable transportation.
· Ability to work evenings, weekends, and holidays as required.
Preferred
· Experience coordinating weddings and wedding-day logistics.
· Experience working in a nonprofit environment.
· Experience with fundraising events, donor stewardship, sponsorship development, or event marketing.
· Familiarity with CRM platforms, donor databases, or event registration systems.
· Experience recruiting and supervising volunteers.
Key Competencies
· Event Planning & Logistics
· Customer Service Excellence
· Relationship Building
· Time Management
· Attention to Detail
· Problem Solving
· Professionalism Under Pressure
· Communication & Public Relations
· Team Collaboration
· Flexibility & Adaptability
Physical Requirements
· Ability to stand and walk for extended periods during events.
· Ability to lift and carry up to 30 pounds.
· Ability to work indoors and outdoors in varying weather conditions.
· Ability to assist with event setup, breakdown, and movement of event materials and supplies.
About Lacawac Sanctuary
​Lacawac Sanctuary is an ecological field research station, nature preserve, and public environmental education facility located in the Northern Pocono Mountains of northeastern Pennsylvania and nestled on the shore of Lake Wallenpaupack. It was founded in 1966, via the donation of 341 acres (now totals 632 acres) and a group of historic buildings.  Lacawac Sanctuary Foundation Inc. is a non-profit 501 (c) (3) membership organization.

Lacawac Sanctuary builds environmental literacy by providing hands-on, high-quality nature-based STEM education for school students. We use nature as our classroom and our foundation of learning. Students participate in hands-on, inquiry-based programs that include direct experiences with nature while achieving academic goals. Lacawac's educators encourage a student’s curiosity, while sharing their own knowledge. Programs take place on-site at Lacawac and off-site at schools, schoolyards and other nature preserves.


Lacawac Sanctuary does not discriminate on the basis of race, color, national origin, sex, sexual orientation, disability, age, religion, or marital status in admission to career and technical education programs and/or activities, or employment practices in accordance with Title VI and VII of the Civil Rights Act of 1964, Title IX of the Educational Amendments of 1972, Section 504 of the Rehabilitation Act of 1973, Revised 1992, and the Americans with Disabilities Act of 1990.
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