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Shanghai Mamas Job Description 
EVENTS MANAGER 

The Shanghai Mamas Events Manager is tasked with planning Shanghai Mamas’s core events, 

including the Annual Meet & Greet, Back to School Family Meet-Up, and Spring Party. They are 

also in charge of the monthly Shanghai Mamas Talks and any organizational sponsor events. 

Shanghai Mamas is a diverse community that encourages thriving international families in Shanghai, China. 

Many parents cite Shanghai Mamas as their key source to find their niche in the city, make lifelong friends, 

and manage the day to day confusion of living and parenting in Shanghai. With over 5,000 members from 

all over the world, we rely on committed employees and volunteers to manage the many tasks 

involved in running a community-based, sustainable organization.  

Online and offline, our members connect daily for peer-to-peer recommendations, advice, and community. 

On WeChat, we manage neighborhood-specific parent groups, interest-based groups, and activity 

organizing groups (e.g., spa outings group, Moms Nights Out, and monthly book club). In addition to our 

signature weekly parent coffee mornings around the city, we host regular events, such as educational talks, 

holiday parties, charity fundraisers, and family meet-ups. All of this is only possible because of the 

dedicated team members who invest their time, energy, and talent into supporting their neighbors! 

The Shanghai Mamas Executive Committee is made up of volunteers who bring their own unique skills, 

knowledge, and passion to lead Shanghai’s largest international parent organization. Executive Committee 

members are tasked with overseeing the organization’s sustainability, consistency, and priorities. Each 

member individually oversees a sub-committee and the volunteers who operate within it. In addition to 

regular WeChat exchanges, we meet once per month to reflect on the previous month, plan upcoming 

events and initiatives, and manage partnerships. Executive Committee members represent Shanghai 

Mamas in the community and are the leaders driving our organizing forward to continue to help 

international families. 

Supervisor: Chairperson 

Category: Volunteer Executive Committee position 

Hours per week: 6–7 + monthly executive meetings 

Requirements 

• Exceptionally well-organized and able to juggle many priorities at once 
• Experienced with managing vendors and staff/volunteers 
• Intermediate knowledge of social networks (WeChat, Facebook, Instagram, LinkedIn) 
• Intermediate graphic design skills (Adobe Illustrator) 
• Excellent communication skills in English, including writing and aural presentations 
• Experience running events in Shanghai is a plus 
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• Written and/or aural Chinese is a plus 

Responsibilities 

• Review applications for Shanghai Mamas Talks and send to Executive Committee to 

review monthly 

• Work with partners on collaborative events, communicating roles clearly and drafting 

agreements where required 

• Liaise with venues as required regarding availability, pricing, layout, technology, etc 

• Maintain a shared internal listing of event information for colleagues to share and post 

information easily, including sharable blurbs, etc  

• Attending or assigning a responsible volunteer(s) to attend Shanghai Mamas events to 

ensure they run smoothly and to promote the organization 

• Work with colleagues to create flexible annual event calendar 

To apply, please send your CV and a cover letter to shmamas@gmail.com. 

On a career break? Keep your skills fresh whether you’ve taken a break from formal employment or are 

working in a different field. Get professional experience in Shanghai’s largest international parent 

community to add to your CV! 

Working “Mama”? Learn a new skillset or deepen your knowledge in a supportive environment. Use your 

talents and free time to grow, contribute, and build your community. 

Find your people! Shanghai Mamas has volunteers and staff from across the city with diverse 

backgrounds. Make friends and expand your network while working together to keep Shanghai Mamas 

strong. 

Make a difference! Over 5,000 families turn to Shanghai Mamas for genuine advice, resources, and 

community. Many parents credit their smooth(er) entries into the city with the support they received from 

Shanghai Mamas, which is only possible thanks to the volunteers who keep things running! 
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