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Fundraising, Events and Communications Manager
Reports to: Development or Advancement Director 

Key Responsibilities: Client
· Manages a minimum of 3 client accounts
· Works directly with grant manager and development coordinators to develop grant calendars
· Identifies likely funding sources for (assigned) clients, and contacts foundation or government program representatives when needed
· Identify grant arguments for each funder and assign work to grant writers based on budget and prior approval of client/JMA director

· Initiate work with client staff to provide reporting, calendaring and other evaluation/compliance related tasks
· Attend meetings, events and other related activities
· Work to develop a relationship with clients and their staff through e-mail, calls, and outreach meetings
· Work with clients to identify prospective donors related to individual giving
· Provide strategy and expertise to the client and internal team
· Introduce funders to clients
· Devise and write individual development plans, solicitations and donor communications

Key Responsibilities: Writing/Editing/Research/Funder
· Provide development strategy and plans for client accounts related to individual giving, major donors and grants   

· Suggest integrated communications tactics with Development when possible 

· Work with grant writers and client for input and edits on grants

· Review the budget of a project or program for which funding is sought and make recommendations for the grant to align with funders’ priorities. Responsible for attaining the most current and approved budget (and attachments) to be sent with any grant
· Compile, write and edit grant applications, letters and queries exhibiting strong expository writing skills and a high-level command of grammar and spelling.  Responsible for editing all work before passed on for final edits, approval
· Develop individual grant proposals in accordance with each grant-making organization’s preferences and follow exactly each funders guidelines
· Ensure that JMA staff maintains contact with funders during their review of a submitted grant or request as directed
· Manage the process of providing progress reports when required (as assigned)
Key Responsibilities: Communications

· Utilize project management techniques to ensure internal and external transparency regarding project planning, development, and completion schedules

· Write copy and manage the creation of promotional materials

· Create communications messaging and narrative for various channels and sectors

· Edit and proof communications, marketing, development content/copy

· Provide creative direction and time management on design and layout of publications

· Provide marketing, communications and branding analysis, recommendations, and advice

· Participate in the development and maintenance of websites created in various web platforms 

· Create and manage public relations strategies and plans and execution 

· Develop and implement communications, marketing and social media strategy and plans
Key Responsibilities: Events
· Assist with the implementation of client fundraising and events

· Compose, edit and proof event collateral materials, including, but not limited to sponsorship and silent auction solicitation letters, press releases, invitations, written programs

· Coordinate mass mailing projects of solicitation letters

· Handle logistics including silent auction, volunteers, venue, food, registration, and entertainment options for events ranging in size from small donor receptions to large galas and luncheons.

· Provide expertise to the client and internal team on event strategy and implementation

· Participate in client meetings and convey the information to members of the internal team

· Ensure that assignments are completed and communicated to the client when needed

Experience/Qualifications
· 4 or more years of experience working with nonprofit organization(s); grant writing/fundraising experience preferred

· Experience in public sector writing and RFPs a plus
· 3 or more years of experience managing, and leading events preferred
· Defined specialties in grant writing – for example: youth development; education; mental health; nutrition

· Background in Communications, Journalism, Public Relations or similar degree desired

· Excellent written and interpersonal communication skills

· Proven organizational skills including the ability to maintain data management systems, prioritize projects, meet multiple deadlines and work with teams  

· Excellent computer skills: Microsoft Office Suite 

· Demonstrated knowledge of statewide funders (corporate, foundations, civic)
· Provide expertise and contacts

