TUGBOAT
INSTITUTE

Project Manager, Events
Location: Ketchum, Idaho | Full-time | Reports to: Director, Events

About Tugboat Institute

Tugboat Institute supports and celebrates leaders of Evergreen® companies—private, purpose-driven businesses
built for long-term success. Our growing membership of 300+ CEOs and Presidents connect through intimate
events, virtual forums, and exclusive content to share insights and inspiration on business, family, and life. In
addition to membership, we will be offering content, online courses, and new experiences to support an
Evergreen company movement globally.

Position Overview

We are seeking a highly organized, detail-driven professional to join our Events team as a Project Manager in
Ketchum, Idaho. This role plays an essential part in managing and executing the operational details behind
Tugboat Institute's events, including our annual Summit, Gathering of Teams, and Exemplar visit. This person
reports directly to the Director of Events and serves as a true operational partner.

This person will own the operational details, data, and logistics behind Tugboat Institute's events with full
reliability — independently managing defined workstreams within multi-day, conference-style events,
maintaining accurate CRM and reporting, tracking complex member travel and logistics data, overseeing print
and production, and executing within budget. The ideal candidate will thrive in a fast-paced, detail-heavy
environment where consistent pace and follow-through directly affect the team's ability to deliver, and will find
genuine energy in creating a seamless, high-touch experience for Tugboat Institute’s CEO members.

Key Deliverables

Event Ownership & Execution - Own defined workstreams — from a single session or vendor relationship up
through full on-site logistics at Tugboat's multi-day events (Summit, Gathering of Teams, Exemplar) — planning,
managing, and executing them end-to-end without close Director oversight, and resolving real-time issues
independently as they arise.

Data & Member Logistics Management - Maintain accurate CRM data and produce timely, well-organized
reporting, while managing detailed tracking of hotel room blocks, travel details, and transportation scheduling
for event participants — proactively closing gaps with warmth and graciousness so members feel cared for, not
chased down.

Print & Production Management - Own event print production from concept through delivery, including
timelines, proofs, vendor coordination, and quality control.

Budget Execution - Execute events within the budget parameters set by the Director of Events, flagging
potential overages before they occur and finding cost efficiencies proactively.

Qualifications

This person will have 2-4 years of experience in event coordination, operations, project coordination, or a
CRM/data-heavy role, along with strong proficiency in Excel and CRM systems (preferably Zoho). They will have
a demonstrated history of independently identifying and solving problems without being directed and will pick
up new systems and tools quickly and independently.

This person must possess impeccable attention to detail and genuine comfort with sustained, high-accuracy
tracking and data work, understanding that consistent pace and follow-through directly affect the team's ability
to do their jobs. They must be confident engaging with vendors, partners, and member CEOs with warmth and
professionalism, and be excellent verbal and written communicators. Above all, they must be self-directed, self-



motivated learners who take ownership of problems and thrive in a fast-paced culture built on high-quality, fast-
turnaround output. This is a full-time, in-office role based in Ketchum, Idaho, with travel required for on-site
event execution and site visits.

Other Important Characteristics

e Passionate about our Purpose
Trustworthy, honest, hardworking, and authentic
Naturally anticipates the needs of members, vendors, and colleagues before being asked
Genuinely curious about business, entrepreneurship, and the Evergreen philosophy and 7P's
Comfortable owning mistakes and communicating problems transparently and immediately
Detail-oriented and focused on anticipating problems well in advance
Collaborative work style, with strong interpersonal skills and a hospitality-minded approach to every
interaction

To Apply: Please email your cover letter and resume to careers@tugboatinstitute.com



