Hills & Dales 

Job Title: Community Engagement Specialist     
Classification: Salary Exempt
Reports to: Mission Advancement & Community Relations Director  
Supervises: Volunteers as assigned  
Summary/Objective
The Community Engagement Specialist provides support to the mission advancement & community relations office with a primary focus on fundraising programs and community engagement/awareness activities This role coordinates activities regarding the solicitation and receipt of donor contributions through direct mail, online giving and/or other fundraising activities, maintains records and mailing lists, generates fundraising progress reports and assists with organizational media, publications and special events, to include coordination of volunteers. This role requires a collaborative working relationship with all necessary departments in the performance of its operations.   
Essential Functions
1. Provides support for the planning and coordination of fundraising activities such as, direct mailings, campaigns, online solicitations, and special events. 
2. Provides support, including typing and data entry of contributions records and tracks donations. 
3. Enters, and/or follows-up on deposits, gift requests, matching gift contributors, and credit card charges into the database system.  
4. Maintains database files and records including those used to track contributions; maintains accurate mailing and email lists. 
5. Performs research and obtains supporting documentation to initiate, verify, quantify, or complete assignments. 
6. Assists with fundraising reports and results.
7. Assists with the development of physical and online fundraising materials and/or publications to donors. 
8. May prepare daily or specialized reports.
9. Assists with grant research and grant writing.
10. Assists and/or coordinates tours and visits with community members, groups, and businesses. This may include a focus on growing awareness and engagement in new markets and/or geographic areas.
11. Coordinates the volunteer program to include volunteer recruitment, orientation, follow-up, and acknowledgement. May participate in the recruitment of volunteers for special events as appropriate to the area of operation. 
12. Coordinates efforts and relationship building with business contacts, individuals, etc. to further provide strategic partnerships with various entities.
13. Provides timely donor acknowledgements to include gift thank you, and/or other donor communication.
14. Assists with website maintenance and updates.
15. Coordinates and plans social media schedule and communications.
16. Assists with the design, printing and mailing/sending of external publications, including e-blasts/email, newsletters, and marketing materials.
17. Assists with completing and editing the employee newsletter and communications, in conjunction with Human Resources.
18. Adheres to organizational brand guidelines/standards.
19. Assists agency departments in print/presentation material or videos. 
20. May write or draft reports, press releases, letters, and other promotional or communication materials and assist with various presentation needs. 
21. Assists in communicating with area civic and other groups to schedule public presentations. 
22. Assists with coordination, planning, communication and follow up of special events as needed.
23. Oversees management of the department’s camera and supplies for documentation of agency events. Collaborates with other departments on obtaining photos and use of photos as appropriate. 
24. Assists Human Resources with employee recognition planning, gifts and programs. 
25. Obtains picture releases in accordance with HIPAA policy.
26. Attends community events as assigned.
27. Participates in the agency photo procedure as outlined in the policy.
28. Assures the confidentiality of all data, including resident/client, donor, employee, and operations data. 
29. Performs miscellaneous job-related duties as assigned. 

Qualifications:
1. [bookmark: _Hlk155099667]Knowledge of public relations and communications field and the latest trends in that area.
2. Maintenance of positive image for Hills & Dales.
3. Records maintenance skills. 
4. Database management skills. 
5. Ability to organize resources and establish priorities. 
6. Computer data entry skills. 
7. Ability to communicate effectively, through visual presentations/designs, orally and in writing.
8. Ability to develop positive and quality communications for dissemination about the organization. 
9. Ability to make presentations to the external community, including the Boards of Hills & Dales.
10. Ability to sort, check, count, and verify numbers. 
11. Clerical, word processing, and/or office skills with a high ability for accuracy, required.
12. Demonstration of attention to detail and accurate checking for grammar, spelling and punctuation.  
13. Ability to perform simple accounting procedures. 
14. Ability to investigate and analyze information and to draw conclusions. 
15. Knowledge and skill in the use of personal computers and related software applications.
16. Knowledge of or ability to learn design programs/concepts and video creation. 
17. Ability to recruit, supervise, train, and motivate volunteers. 
18. Demonstration of strong administrative and organizational skills.
19. Demonstration of acceptable levels of attendance, punctuality, and work ethic such that the job performance meets or exceeds expectations.
20. Ability to develop interpersonal relationships with coworkers, staff, consumers, families, and the community such that job performance meets or exceeds expectations.
21. Ability to work flexible hours.
22. Ability to travel.
23. In all cases of physical requirements, appropriate reasonable accommodations will be considered   whenever possible to allow position incumbent to accomplish essential functions in an alternative manner.
a. Ability to sit for lengthy periods of time in an office environment up to 70% of the time; ability to complete data entry in various software programs to include agency selected databases.
b. Ability to lift 35 pounds is required; along with travel through out the community as needed.  
c. Subject to various temperatures and weather conditions occasionally when having to assist with special events and fundraisers; need to be able to assist in the set up and take down of materials used at special events. 
24. Bachelor’s degree (B.A. or B.S.) from four-year college or university in the area of communications, public relations or related field desired or two years of similar educational background (AA) or experience.
25. Free of a conviction or prior employment history of child or resident abuse or dependent adult abuse.
26. Must have an active driver license with a minimum of 3 years’ experience in driving.  For use of personal vehicles, one must maintain an appropriate level of insurance.


The purpose of this document is to summarize responsibilities for a particular job. It is intended to serve as a reference tool. By my signature, I certify that I have read and understand this job description. 

____________________________________________________________________________________
Printed Name					Signature				Date
Initials: _____________ 
