Young Nonprofit Professionals Network – Twin Cities
Volunteer Position Description 

Program Planner

YNPN-TC Mission:  We provide and promote opportunities for the development of young nonprofit professionals.

YNPN-TC is a network of young nonprofit professionals that is driven by a volunteer board of directors.  Major activities of the network include monthly events for YNPNs to gather, network, learn and have fun.  As we do not have any paid staff, we rely heavily on volunteers to advance the mission of our organization. If you would like a meaningful, skill-building volunteer position with a dynamic network, please consider volunteering with us.

Volunteer Position: Program Planner

Responsibilities:

· Assist with event planning.  Duties may include attending meetings, communicating with the event lead and other program planners, arranging for speakers, gathering in-kind donations, planning event  activities, locating meeting space and other unique details required by specific events. 

· During the event, lead and assist as needed.  Duties may include greeting and registering participants, explaining event details to participants, assisting with program facilitation, setup and clean-up and assisting with the unique details required by specific events.

· Provide feedback and communicate regularly with event lead before, during and after event. Contribute to program evaluation.

Supervisor: Event Lead

Time Commitment: 4-9 hours depending on event and role/involvement in event (2-6 hrs planning,  2-3 hrs at event)

Prerequisites:  Must become a member of YNPN-TC (if not already a member). Membership is free and requires registration in our online directory and attendance at minimum of 1 event per year.

Necessary Skills:

· Experience with and/or willingness to dive into networking 

· Past program and event coordination experience 

· Passion for customer service and the mission of YNPN-TC

Position Benefits:

· Develop strong ties in the Twin Cities nonprofit community 

· Exposure to free networking and professional development opportunities

· Program planning and execution experience

TO APPLY: please complete our YNPN-TC Volunteer Interest Form. You can also contact YNPN-TC at volunteer@ynpntwincities.org with questions or comments regarding this opportunity.

