
 
JOB DESCRIPTION 

 
Job Title: Events Coordinator 
Reports to: Director of Operations and Director of Development 
Position Type: Full-time 
 

About Sylvester Manor Educational Farm: 
Since 1652, Sylvester Manor Educational Farm on Shelter Island has been home to 
eleven generations of its original European settler family and is now considered to 
be the most intact plantation remnant north of Virginia.  In 2009, the property, 
with its 1735 Manor House, 240 acres of woodland, waterfront, meadows and 
farmland, became a non-profit.  In its latest reincarnation, it encompasses an 
organic educational farm that provides the community with fresh produce, a 
Summer Youth Program and numerous arts and cultural initiatives.  The Manor 
House, still full of family history, artifacts and possessions, is open on a seasonal 
basis for tours and exhibition, while its grounds and gardens provide a tranquil 
respite for visitors April through December.  The mission of Sylvester Manor 
Educational Farm is to preserve, cultivate and share the history of Sylvester 
Manor to ensure that food and art remain connected to the community and the 
land. 
 
Job Summary 
Sylvester Manor Educational Farm seeks a responsible, dynamic self-starter with 
excellent interpersonal, time management and strategic skills to help plan, 
develop and execute multiple programs and events for Sylvester Manor 
Educational Farm including but not limited to fundraising events, concerts, 
workshops, educational programs, our annual Shakespeare production and 
historic house exhibition opening.  This person will be responsible for 
coordinating all aspects of events and programs, including production of 
event-related materials and liaison with vendors, producers, talent and event 
partners.  The Events Coordinator will work closely with other members of the 
staff including our Director of Operations, Director of Development and Musical 



Events Coordinator to plan and implement our programming and events strategy, 
working with pre-established goals, strategies and objectives. 
 
Candidate should have experience with community relations, ability to work 
effectively with leadership, staff, volunteers and community, and possess strong 
communication and organizational skills. Must be a team player and able to work 
independently; a creative thinker, a detail-oriented multi-tasker and a motivating, 
effective team leader.  
 
Job entails managing details of events including (but not limited to): scheduling, 
planning, implementing, decor, catering, entertainment, transportation, guest 
lists, artists and speakers, equipment, staging, sound and promotional materials. 
 
Essential Job Duties 

● Develop, manage and execute all events 
● Research vendor and product options 
● Create, monitor and adhere to event-related budgets 
● Cultivate and steward volunteers 
● Coordinate event follow-up 
● Manage all private event site rental visits and act as on-site staff 

representative during private events 
● Execute weekly progress reports and updates 
● Participate in event networking activities 
● Provide management support as requested by Director of Development 

and Director of Operations 
● Attend all required meetings 
● Other miscellaneous job-related duties as assigned 

 
Qualifications 

● 3-4 years of related work experience; previous event planning experience is 
desired; 

● Ability to work independently, collaboratively and with supervision; 
● Ability to work effectively in a fast-paced environment with multiple 

priorities and frequent deadlines; 
● Excellent oral and written communication skills, including computer 

literacy; 
● Excellent interpersonal skills and ability to effectively communicate with a 

diverse community of individuals and constituents; 
● Ability to problem solve and to multi-task; 



● Must be able to accept and assume assigned responsibilities and make 
responsible decisions when required; 

● Ability to recruit, lead and train volunteers, including organizing and 
prioritizing work assignments; 

● Well-organized with demonstrated ability to manage details efficiently and 
effectively; 

● Demonstrated ability to meet deadlines and function effectively in an 
environment that demands a high energy level, discretion, patience, 
flexibility, enthusiasm and humor; 

● Willing and able to attend evening and weekend events on a regular basis; 
● Ability to lift at least 30 pounds; 
● Non-profit experience a plus, but not required; 
● Computer proficiency including Google Suite/Google Drive, Microsoft 

Office, database and spreadsheet experience. 
 
To Apply: 
 
Please send cover letter and resume to Tracy McCarthy, Director of Operations, at 
tmccarthy@sylvestermanor.org 
 
 


