Communications & Development Coordinator

This position oversees and coordinates the organization’s internal and external communications plan and materials; administers the Grant’s program; coordinates and supports the fundraising programs, including event planning and implementation, data base management and provides support for executive director and  board of director’s development committee.

Classification:

Non-Exempt employee; 32-40 hours per week 
Salary:


TBD
Job Relationships:

Reports to Executive Director; works in partnership with 




program managers and supports board development 





committee

Contact/ Apply to:

Barbe West





Executive Director





4100 Plomondon St.





Vancouver, WA  98661





barbe@freeclinics.org




www.freeclinics.org
Application Materials: 
 Cover letter, current resume, recent writing samples (2)




including written sample of successful grant outcome
Duties & Responsibilities:  (Job description is posted on website at www.freeclinics.org)

Communications and Public Relations
1. Insure ongoing maintenance of organization’s brand in all marketing and communication materials.

2. Develop, produce and distribute newsletters and annual reports.
3. Manage the design and updates of  website (within the organization’s brand).

4. Identify opportunities for press releases and prepare written press releases.

5. Provide Free Clinic information to community calendars.

6. Manage internal communications to staff and volunteers related to Free Clinic mission.
7. Develop and produces marketing materials for events, press releases, community fairs, etc.

8. Coordinate volunteer training for community fairs.

Grants Program
1. Maintain grants program for organization to include a grants file system, grant reminder matrix 

        for grant reporting and new applications, and develop grant language templates.
2. Assist in research of potential grants and increase data base of potential foundations to support Free Clinic funding needs.

3. Work with managers to meet report writing deadlines for acquired grants, including informing managers of grant due dates, report templates, and preparing standard content for grant report.

Fundraising Program
1. Research potential major donors and increase data base list of potential individual and 

        organizational donors.

2. Enter donation data into Raiser’s Edge System daily.

3. Reconcile donations documented in Raiser’s Edge database with Accounting System monthly.

4. Provide monthly funding reports to Development Committee, Executive Director and others as requested.

5. Provide ongoing and ad hoc funding reports.
6. Write and disseminate donor thank you letters within one week of donation receipt.

Event Coordination
1. Assist the Development Committee and volunteers in planning and implementation of special events.

2. Develop and produce marketing materials for events, including invitations, programs, flyers, press releases, etc. and follow up acknowledgements to donors.
3. Maintain documentation for sponsorships, guests, and other participants in events.

4. Prepare ongoing event reports for management and board of directors.
Development Committee/Executive Director Support
1. Supports Development Committee to include meeting preparations, scheduling, and minute     


recording.  Take appropriate follow-up actions after each meeting.

2. Support Executive Director in areas of fund development, event planning, marketing and public relations, grant programs and other support as requested.

3. Collate board of director’s packets.
Office Management
1. Provide day to day leadership and direction of volunteers working within communications 

       program.
2. Administer petty cash fund.

3. Other duties as assigned.

Qualifications
1. Bachelor’s degree in communications, marketing, or other related field.

2. Proven success and minimum of 3 years experience in grant writing, creative writing, newsletter/publication design, non-profit fundraising events, and general written communications.

3. Prefer experience in health care or related environment.

4. Clark County resident.

5.     Proficient in use of Microsoft Office, Excel, website formatting, Adobe InDesign, Raiser’s 
 
 Edge software or similar fundraising software.
6.    Knowledge of social marketing strategies.

7.     Exceptional skills in organization, teamwork, verbal and written communication, diplomacy and 
  
 attention to detail.

8.     Self starter with excellent  follow-through and organizational skills.
9.     Ability to manage multiple projects with varying degrees of complexity, simultaneously.

10.   Availability and willingness to work a flexible schedule, including some week-ends & evenings.
