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Position: Development/Donor Relations Associate

Pay: $23.00 - $26.00 per hour


Company Overview
The Humane Society of Vero Beach is dedicated to strengthening the human-animal bond through protecting, advocating, and caring for animals. We are committed to making a positive impact in our communities by fostering compassion and responsible stewardship.  

[bookmark: _GoBack]Job Summary
We are seeking a dynamic and motivated Development/Donor Relations Associate to join our team! In this paid role, you will play a vital part in cultivating relationships with donors, managing fundraising initiatives, and supporting the organization’s outreach efforts. Your enthusiasm and strategic approach will help us expand our support base and enhance our mission-driven programs. For more information:  https://hsvb.org/ or email resume to rfrost@hsvb.org.  

Reporting Relationship: Reports to Donor Relations Manager
Exempt/Non Exempt: Non Exempt Full-Time (Some evening and weekends)

Position Summary
The Donor Relations Associate will assist in the coordination of fundraising activities to meet the development and communication goals of the Humane Society of Vero Beach and Indian River County. The Donor Relations Associate will update and manage donor database, manage special events and solicitation of auction items, identify and research donor prospects and provide related administrative support functions. The position supports development and communication efforts including but not limited to website, social media, e-newsletters content and development of promotional materials. The Donor Relations Associate is a member of the Fund Development Committee and contributes to the creation and implementation of the annual development and communications plan. This position requires a high level of independent thinking and an ability to thrive in a fast-paced environment. Additionally, the ability to manage multiple projects and determine priorities, approach tasks proactively, a high functioning attention to detail, flexibility, and to maintain a high degree of professionalism and confidentiality in the work place is required. Excellent writing, proofreading and verbal communications skills are also essential to success in the position.



Minimum Qualifications:
· 2 year degree in Marketing, Communications or related field. Bachelor degree preferred.
· 2-3 years’ experience in a nonprofit development or events management
· Excellent verbal, written and interpersonal communication skills
· Capacity to work in a collaborative, environment and to maintain strong attention to detail
· Ability to work both as a team player and independently
· Ability to work well under pressure, maintain deadlines and effectively manage multiple projects
· Computer proficiency and knowledge of social media platforms
· Commitment to the organization’s mission
Responsibilities:
Special Events
· Plan and execute special events, in conjunction with volunteer event committees, to meet or exceed net revenue goals
· Participate in event committee meetings including preparation of agendas
· Coordinate with outside vendors and partners to ensure event success
· Create printed and online event materials such as invitations, programs, flyers, registration pages, etc. and coordinate printing and delivery.
· Coordinate mailings to solicit attendees as well as auction, raffle and in-kind donations
· Promote events on online calendars and find other opportunities to reach potential supporters
· Manage event sponsorships including, but not limited to maintaining solicitation list, sponsorship menu creation and distribution and follow up.
Communications
· Draft and suggest content for social media platforms, websites and newsletters to ensure content is up to date and relevant
· Create “events” on social media to promote our events and encourage people to participate through peer to peer fundraising
· Evaluate new social media opportunities and provide recommendations to Development team
· Work with members of staff to identify pet story ideas 3rd Party Events
· Review all 3rd Party Event Proposals, cultivate relationships with all fundraisers, provide a tour of the Shelter to share our Mission, attend 3rd party fundraising events as requested
· Donation Boxes – maintain tracking chart of ongoing collection issues, work with vendor to resolve any situations.
· Solicit supporters on website, social media and newsletters, manage orders, maintain tracking of purchases, draft acknowledgement letter and confirm engraving.
Other Duties
· Ensure organization meets Association of Fundraising Professionals (AFP) standards
· Attend/record minutes of Fund Development Committee meetings
· Facilitate the New Donor Cultivation Plan, provide new donor contact information to Board of Directors, collect feedback, update donor records in Donor Perfect
· Provide Animal Shelter tours to volunteer groups. Pro-actively invite people to the Shelter for a tour.
· Oversee animal sponsorship program to continue to engage donors.
· Maintain electronic file of thank you notes.
· Maintain in house signage and ensure updated program information on all communications.
· Maintain archive of all printed materials, giveaways, press clippings and other relevant items
· Assume other duties as directed

Disclaimer: This is not necessarily an exhaustive list of all responsibilities, skills, duties, requirements, efforts or working conditions associated with the position. While this is intended to be an accurate reflection of the current position, management reserves the right to revise the position or to require that other or different tasks be performed when circumstances change (i.e. emergencies, changes in personnel, workload, rush job, or technological developments).
Physical Demands: Sitting, walking, lifting up to 30 pounds, reaching, carrying, speaking, listening
Work environment: Primarily an office environment but is located in an animal shelter so may be exposed to barking dogs, animal hair and dander and animal waste/bodily fluids. Some local travel is required. Use of regular office equipment, including computers, copy machine, fax, etc.

The Humane Society of Vero Beach is a DFWP and EOEE. Background checks will be conducted.

Job Type: Full-time
Benefits:
· 403(b)
· Dental insurance
· Employee assistance program
· Health insurance
· Life insurance
· Paid time off
· Vision insurance
Work Location: In person
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