Events Manager Job Description
December 2020

Job title:
Location:
Job level:

Events Manager
Somerville, MA (Greentown HQ)
Full-time, salaried

Job summary:
Greentown Labs is seeking an Events Manager who is passionate about creating incredible
event experiences that generate opportunities for collaboration, engagement, and inspiration,
and leave attendees feeling proud to be part of the Greentown Labs ecosystem. Reporting to
the Vice President of Marketing and Communications, the Events Manager will be responsible
for the planning and execution of various events at Greentown Labs, including but not limited
to: community events, external ecosystem events, partner events, and recruitment events. In
this highly collaborative role, the Events Manager will work across multiple teams at Greentown
Labs to develop high-quality programming that aligns with Greentown Labs’ organizational
goals and strategic objectives, with a focus on bringing people together to act on climate. This
person must be able to work seamlessly with multiple stakeholder groups: colleagues,
startups, corporate partners, industry leaders, executives, investors and more, to offer a
best-in-class event experience for all. The right candidate will be an incredibly organized,
detail-oriented, team player with a knack for managing multiple projects simultaneously. In light
of the COVID-19 pandemic, this person must feel comfortable leading and executing seamless
virtual event experiences for the Greentown Labs community and climate action ecosystem.
Primary responsibilities of this role:
● Drive the planning, project management and execution of Greentown Labs’ community,
external, and partner events;
● Collaborate regularly with colleagues, member companies, strategic partners, and
vendors to ensure high-quality and successful events;
● Manage Greentown Labs’ event calendar to ensure strategic planning and scheduling of
all events;
● Manage inbound event request queries and serve as a liaison with all interested parties;
● Manage event vendors as needed (AV, production, photography, etc.);
● Collaborate with the rest of the marketing and communications team to ensure effective
messaging, collateral, social media, and promotion of all events;
● Collaborate with the community department to effectively coordinate and plan both
external and internal events;
● Support the execution of day-time events with strategic partners;
● When Greentown Labs begins hosting on-campus events again, support logistical
planning for smaller day-time events including visitor tours, workshops, and lectures, etc.
on campus;
● Liaise with the Greentown Houston team to ensure consistent communications and
logistics for events across locations; and
● Consistently bring new ideas to the team to drive attendee engagement and streamline
event processes.
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Necessary Qualifications:
● Exceptional organizational and project management skills;
● Demonstrated skills in planning, managing, and executing events of varying sizes and in
varying platforms (in-person and virtual);
● Deep understanding of how event marketing can have an incredible impact on an
organization’s brand;
● Excellent verbal and written communication skills;
● Excellent customer service skills with a hospitable demeanor;
● Ability to work collaboratively in a fast paced and changing environment;
● Ability to multitask and manage multiple projects and deadlines at once;
● Ability to work independently—and with a sense of urgency;
● Positive attitude and willingness to learn;
● Strong public speaking skills;
● Proficiency in Google Suite, PowerPoint and online meeting tools (i.e., Zoom);
● Proficiency with Eventbrite and/or other event management platforms, Remo is a plus;
● Experience managing multiple stakeholder groups and providing top-notch customer
service;
● A creative mindset that is eager to organize projects and implement more efficient
processes; and
● An interest in learning on-the-job, a can-do attitude, and comfort in being pushed outside
of your comfort zone.
A passion for climate action and the cleantech industry is a significant plus.
Education + Experience Requirements:
● Bachelor's degree in a relevant field;
● 4+ years post-college experience; and
● At least two years of experience managing large-scale events (100+ people);
Benefits + Perks:
● A flexible, fun, supportive working environment;
● Monthly MBTA Link Pass and on-site bike racks and showers;
● Generous parental leave policy and benefits package including medical, dental and
vision insurance and 401k plan; and
● Access to the largest climatetech incubator in the United States which includes an
awesome community of mission-driven entrepreneurs and endless networking
opportunities.
Physical Demands + Working Environment:
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A fast-paced work environment;
When hosting in-person events, this role requires the ability to work evenings, typically
one evening per week but will likely demand additional flexibility during the busier event
seasons throughout the year;
When hosting in-person events, this position requires extended periods of prolonged
standing during set-up for events and during events; and
When hosting in-person events, this person must be able to lift or move items up to
25lbs using proper lifting techniques.

Recruitment Process + Next Steps:
Please send your resume, a short cover letter, a list of three references, and brief answers
(maximum two paragraphs each) to the three questions below to talent@greentownlabs.com.
The subject of your email should be “Events Manager: [Your Name]”.
The ideal start date for this position is February 1, 2021.
Your cover letter must address:
1. Why you are a good fit and why we would be excited to have you join us;
2. Your salary requirements; and
3. The date you are available to start.
Additional questions:
1. Why are you interested in the climatetech startup space?
2. Of the events you’ve managed, which are you most proud of and why?
3. What is the key to a successful event?
Equal opportunity:
Greentown Labs seeks to fully represent our community and constituencies—particularly
low-income communities and communities of color—to amplify those voices and provide
opportunities to participate in the direction and leadership of the organization. We actively
encourage candidates from broad, diverse backgrounds to apply.
Greentown Labs is an Equal Opportunity Employer and we do not discriminate against any
employee or applicant for employment because of race, color, sex, age, national origin, religion,
sexual orientation, gender identity and/or expression, status as a veteran, and basis of disability
or any other federal, state or local protected class.
Greentown Labs is a community of climatetech and cleantech pioneers working to design a
more sustainable world. As the largest climatetech startup incubator in North America,
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Greentown Labs brings together startups, corporates, investors, policymakers, and many others
with a focus on scaling climate solutions. Driven by the mission of providing groundbreaking
startups the resources, knowledge, connections, and equipment they need to thrive, Greentown
Labs offers prototyping and wet lab space, shared office space, a machine shop, an electronics
lab, software and business resources, a large network of corporate customers and investors,
and more. Greentown Labs’ 100,000-square-foot campus in Somerville, MA is home to more
than 100 startups and has supported more than 300 startups since the incubator’s founding in
2011. These startups have collectively created more than 6,500 direct jobs and have raised
more than $1 billion in funding. Greentown's second-ever location will open in Houston, TX, in
spring 2021. For more information, please visit www.greentownlabs.com or Twitter, Facebook,
and LinkedIn.

