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Position Description 
 

Assistant Development & Communications Manager 
 

The Assistant Development & Communications Manager reports to the Development and 
Communications Director and is responsible for assisting the Director in all facets of donor 
engagement/tracking, marketing, advertising, communications and fundraising activities in 
support of the Habitat for Humanity of South Hampton Roads (Habitat SHR) Mission.  
 

Primary Responsibilities: 
A. Donor Engagement/Tracking: 
 - Manage the Donor database 
  * Enter all gifts and corresponding tracking information 
  * Prepare Tax Receipts 
  * Prepare donor correspondence 
  * Work with Finance Department to reconcile all donations 
  * Prepare all required/requested Donor Analysis Reports  
 - Coordinate Donation Campaigns 
 - Coordinate donor recognition program 
 -  Assist in preparing donor correspondence 
 - Plan events; coordinate with event sub-committees  
 - Coordinate staff and volunteer participation at events   
 - Assist in preparation of non-government grants/foundation grant requests 
 - Research for new non-government grant/foundation grant opportunities 
 - Assist with Development Committee meetings 
  * Take and prepare accurate meeting Minutes 
  * Provide administrative support 
 - Support fundraising activities 
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B. Marketing/Advertising: 
 - Work with Department Heads to develop inputs for departmental: 
  * PR plans 
  * Marketing budgets 
  * Advertising budgets 
 - Incorporate/roll-up above plans/budgets into organization plan/budget 
 - Execute/track: 

* Approved Marketing plans 
  * Approved Advertising plans 
 - Develop/prepare all required reports  
 - Develop marketing/advertising/promotional materials 
 - Ensure adequate quantity of materials on hand 
  
C. Communications:  
 - Prepare Communication Plan draft 
 - Coordinate with external agencies 
 - Coordinate with all Social Media Analyst  
 - Assist with Managing website 
 - Assist with publishing monthly newsletter 
 - Support departmental initiatives 
 
D. Other Duties: Perform other related duties as assigned.   
 
E. Qualifications and Experience 
  
Bachelor’s degree with 5+ years of development experience is required.    
  
Salary range for this position is $40,000 - $45,000 per year based on experience and skills.  
 
Competitive benefit and PTO plan is provided.   
  
F. How to Apply:  
 Interested candidates should submit their résumé to dan.lear@shrhabitat.org 
 

Habitat SHR is an Equal Opportunity Employer. 
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