
 
 
Position Title:  
Special Events Coordinator 
 
Position Description: 
The part-time Special Events Coordinator supports Peninsula Education Foundation (PEF) 
by planning and executing events that raise funds, build community engagement, and 
promote PEF’s mission to support all Palos Verdes Peninsula Unified School District 
(PVPUSD) students and schools. This role involves managing event logistics, onsite 
operations, volunteers, and the online auction in collaboration with PEF staff, board, and 
committee members. 
 
Reports To:  
PEF Executive Director 
 
Responsibilities Include:  
Event Planning and Execution 

• Under the guidance of the Executive Director, assist in planning, organizing, and 
executing PEF events such as donor receptions, the online auction, and the annual 
fundraiser, Toast on the Coast. 

• Manage event timelines, budgets, and logistics including venue setup, catering, 
décor, rentals, and on-site support. 

• Serve as the main contact for vendors, community partners, committee members, 
and volunteers to ensure smooth event operations. 

• Maintain event checklists, records, and post-event reports. 
 
Auction Management 

• Oversee the online auction platform, including item entry, descriptions, images, 
donor recognition, and category organization. 

• Solicit and secure auction items, manage the solicitation list, track donations, and 
follow up with donors. 

• Coordinate with staff, board, and volunteers to organize and package items. 
• Ensure auction details are accurate and current on the event website. 
• Manage winner communication, acknowledgements, and item fulfillment with 

support from other staff. 
 
Qualifications: 
The successful applicant will have solid experience using Microsoft Word, Excel, and other 
Office programs, as well as Google Workspace tools. Event software experience preferred 
or the ability to learn. Donor database experience a plus. Strong planning, attention to 
detail, and organizational skills are essential. The ideal candidate is dependable, flexible, 
and able to manage multiple priorities and deadlines. Must be comfortable leading 
volunteers, collaborating as part of a team, and working well under pressure. 
 
Compensation: $23 to $28 per hour with bonus opportunity. Sick pay and opportunity to 
grow in position. 


