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MILWAUKETE





Job Opportunity
Development and Communications Specialist
Neighborhood House of Milwaukee, Inc.
POSITION:
Development Specialist




Full-Time/Exempt 
REPORTS TO:  Development Director 
JOB PURPOSE AND REPORTING STRUCTURE:  
Under the supervision of the Neighborhood House Development Director, the Communications and Development Specialist supports all aspects of meeting Neighborhood House’s annual fundraising goals.  The Specialist specifically supports all fund development functions and helps manage marketing and communications functions for the organization. 
ESSENTIAL DUTIES AND RESPONSBIBILITIES: 
· Support the multiple donor, alumni, volunteer and community fundraising efforts  at Neighborhood House, including but not limited to: soliciting sponsors, donors and volunteers, communicating with supporters and vendors, providing tech and IT support for social media, and document the events/initiatives to help streamline future planning. 

· Manage marketing for events, including submitting on-line publications and community and events calendars produce and disseminate press releases about NH events and programs and help cultivate media relations for the agency with a goal of increasing the agency’s visibility.
· Design and produce major publications and marketing materials including annual report, brochures, flyers, events calendar, press kits, special event publications and special event branding. Submit data for printing.
· Manage NH website, social media, and email communication, with an emphasis on raising the public profile of NH and strengthening relations with partners and donors
· Maintain agency photo files and maintain hard copy as well as electronic Development files.
· Assist in maintaining accurate Neighborhood House’s donor and grant databases and files, including but not limited to: recording donations, generating and sending donor acknowledgements, supporting multiple donor appreciation efforts, generating donor reports in a timely manner. . Create and improve accuracy of invitation lists, help with event logistics and setup,
· Performs other duties as assigned

QUALIFICATION REQUIREMENTS: 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skills and/or abilities required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

EDUCATION and/or EXPERIENCE:

• Bachelor’s Degree required
• Strong oral and written communication skills
• Strong visual design and production skills in print and online media preferred
• Proficiency in Microsoft Office required; desktop publishing skills including Adobe 
   CreativeSuite desired
• Familiarity with or ability to learn and manage NH content on Wordpress, Constant Contact, 
   Facebook, Twitter, Instagram, and other social media platforms as needed
• Strong organizational skills; deadline-oriented; self-directed; pro-active
• Familiarity with fundraising activities including mail appeals and special events
• Available to work flexible hours as needed
• Ability to work well with volunteers and the general public
• Knowledge and interest in working with non-profits
• Ability to work in a team environment
LANGUAGE SKILLS: 
Strong English language skills are required
OTHER SKILLS and ABILITIES: 
· Must possess a valid Wisconsin driver’s license
· Must be able to multi-task
· Ability to learn and use fundraising database

· Ability to learn and oversee bulk mail process
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