Event Production – Charlotte Logistics Coordinator
The Avon Walk for Breast Cancer Charlotte team is seeking a creative and talented individual willing to go the extra mile to make this Event a success!  Reporting to the Chicago-based National Logistics Manager, this full-time, year-round position is responsible for the logistical safety and success of the Avon Walk for Breast Cancer and for the participants’ Event experience.  To that goal this individual manages the logistics timeline and all other logistical elements of the Event.

Responsibilities:
· Works closely with National Logistics Manager to maintain controls of the Logistics Budget.

· Assists National Logistics Manager to achieve event goals by helping to plan and organize a logistically successful Avon Walk for Breast Cancer Event.

· Achieves goals by following the Event Production Timeline. 

· Manages all Route selection and approval elements, obtaining necessary written approvals from all involved jurisdictions and city officials and making route adjustments as necessary to achieve said approvals, following all National criteria.

· Manages all local site planning, Campsites, Rest Stops and Ceremonies Site, following all National criteria.

· Helps to identify, secure bids and contract local event vendors, and manages the relationship. Ensures timely billing/payment of all contracted vendors.

· Oversees and organizes all equipment/supply inventories for event, including development of equipment manifests and procurement of all necessary supplies. 

· Maintains all elements of event production with a strong focus on participant, volunteer and staff safety.

· Works to form a strong partnership with the Crew and Volunteer Coordinator in order to create a true Logistics Team as well as to help orient and train Event Crew Teams.

· Assists with solicitation of in-kind donations for the Event that will have a direct impact on the bottom-line.

· Participates as requested in major pre- and post-Avon Walk for Breast Cancer events (e.g., recruitment parties, training/fundraising conventions).

· Provides National Logistics Manager with information needed for weekly data reports to agencies and outside consultants, as determined.

· Performs other related duties as assigned by management.

Requirements:  

· Minimum of 2 years of special event production.

· Demonstrated ability to organize effectively.

· Excellent verbal and written communication skills, including strong organizational, detail and interpersonal skills.

· Demonstrated project management skills, including facility in managing and prioritizing projects with multiple and often competing deadlines, and ability to work under pressure.

· Ability to work independently, to work under supervision, and to work in a team-based and goal-oriented environment.

· Understanding of spreadsheet software, especially Excel.

· Knowledge of general office practices and procedures.

· Knowledge of written communications formats, business English, and composition.

· Ability to maintain confidentiality.

· Ability to communicate with vendors and community contacts in a courteous and professional manner.

· Ability to maintain schedules and timelines.

· Ability to use considerable judgment and initiative required to establish work procedures.

· Ability to make decisions in accordance with established policies and procedures.

· Ability to lift up to 50 lbs.

· Ability to work evening and weekend hours as necessary.

· Ability to travel as needed to for required site and route scouting, site, jurisdictional and or production meetings.

· Ability to actively participate in the logistical and operational tasks of the actual Event, as well as pre- and post-Event activities.

· Must have valid driver’s license and excellent driving record.

· All employees must be able to work the Avon Walk for Breast Cancer Event(s), which means a 6-day commitment (including Saturday and Sunday) per Event.  Logistics Coordinators should expect to work a minimum of 5-7 Events including their own.

· The Avon Walk for Breast Cancer is a 2 day Event entailing strenuous physical activity with possible continuous lifting of up to 50 pounds, ability to walk up to 20 miles a day, and the ability to stand for 16 hours daily over the course of the Event.  The hours during the Event can be from 3:00 a.m. to 12 a.m. or whenever the staff/Crew job is completed.
· Bachelor’s degree preferred but not required.
· Successful experience in producing special events, particularly for not-for-profit institutions or charitable causes.
· Familiarity with multi-day outdoor athletic events a plus.
· Experience in organizing, coordinating, and motivating groups of staff, event participants, and volunteers. 

Please apply online by sending cover letter and resumé to:
Jobs.charlotte@avonwalk.org
Please note that resumés received without cover letters will not be considered.

