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External Relations Specialist
Job Description


[bookmark: _GoBack]Date: August 2026						  Status: Exempt
Reporting Supervisor:  External Relations Director

Position Overview:

The External Relations Specialist is a regular full-time employee of Stan Hywet Hall & Gardens hired by the President & Executive Director upon the recommendation of the External Relations Director. The External Relations Specialist is an integral member of the External Relations team, supporting the organization’s fundraising, grant development, donor stewardship, and philanthropic engagement efforts. Working closely with the External Relations Director, this position assists in the development and implementation of strategies that increase philanthropic support and strengthen relationships with individuals, corporations, foundations, government agencies, volunteers, and community partners. Responsibilities include grant research and writing, donor communications, prospect research, fundraising campaign support, donor stewardship, and assistance with fundraising events and initiatives. The successful candidate will be a proactive, detail-oriented, and collaborative professional with exceptional written communication skills, strong organizational abilities, and a passion for nonprofit fundraising. This individual will play an important role in advancing the mission of Stan Hywet Hall & Gardens by supporting efforts to secure resources, engage donors, and build lasting relationships that sustain the organization.

Essential Duties and Responsibilities

1. Exhibit a professional attitude when working with donors, volunteers, staff, board members, and the public. 
2. Demonstrate and support a culture of diversity, equity, access, inclusion, and belonging. 
3. Research and identify prospective funding opportunities through foundations, corporations, government agencies, and other philanthropic sources. 
4. Research and identify prospective individual donors and assist in donor cultivation strategies. 
5. Write and edit grant proposals, letters of intent, reports, acknowledgement letters, donor correspondence, and other fundraising materials. 
6. Develop compelling proposals and written communications that effectively communicate the mission, programs, and funding priorities of Stan Hywet Hall & Gardens. 
7. Manage and maintain a comprehensive grants calendar to ensure timely submissions, reporting requirements, and stewardship obligations. 
8. Track grant-funded projects and collaborate with internal divisions to ensure compliance with grant agreements and reporting requirements. 
9. Cultivate and strengthen relationships with donors through thoughtful stewardship, personalized communication, recognition, and engagement opportunities. 
10. Assist the External Relations Director in the implementation of annual fundraising initiatives, including annual appeals, corporate giving, foundation giving, planned giving, sponsorships, and special campaigns. 
11. Maintain accurate donor records within the constituent relationship management (CRM) database, ensuring the integrity and confidentiality of donor information. 
12. Prepare fundraising reports, grant reports, donor analytics, and other materials to measure fundraising performance and support strategic decision-making. 
13. Collaborate with divisions across the organization to identify funding priorities, gather information for grant applications, and communicate fundraising opportunities. 
14. Assist in planning and implementing fundraising events, donor cultivation events, stewardship activities, and other External Relations initiatives. 
15. Work collaboratively with Marketing and Communications to develop fundraising content for print, digital communications, email campaigns, and social media. 
16. Assist with gift processing, donor acknowledgements, pledge reminders, and other donor stewardship activities. 
17. Work collaboratively with the Finance Division on reconciliation, reporting and grant tracking. 
18. Acquire and maintain a thorough knowledge of Stan Hywet Hall & Gardens, its mission, programs, strategic priorities, and funding needs, and effectively communicate this information to donors and funding partners. 
19. Maintain confidentiality in all matters related to donor information, fundraising activities, and organizational business. 
20. Participate in departmental meetings, organization-wide initiatives, and professional development opportunities.
21. Participate in required public events.
22. Perform other duties as assigned.

Qualifications/Knowledge, Skills and Abilities:

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

1. Strong written and verbal communication skills and keen eye for format and aesthetics.
2. Excellent verbal and written communication skills, in an accessible, engaging way for multiple platforms and diverse audiences; strong editing skills
3. Exceptional customer services skills.
4. Ability to work productively in a team environment.
5. Affinity for learning about and assisting with fundraising and relationship advancement core to any Development Department's functioning.
6. Excellent organizational skills, penchant for thoroughness, and attention to detail.
7. Desire to work in a fast-paced and mission-driven environment.
8. Demonstrated ability to establish priorities, manage shifting priorities, delegate where appropriate, and handle numerous time-sensitive projects with multiple deadlines.
9. Ability to adapt to the needs of the organization and employees.
10. Demonstrated high standards in work products and meticulous attention to detail.
11. Strong team player with an upbeat, creative, and professional demeanor.
12. Experience managing multiple projects simultaneously.
13. Excellent planning and organizational skills.
14. Ability to work across departments with a variety of staff members and volunteers
15. Ability to work some evenings and weekends.


Education and/or Experience:

1. Bachelor’s degree, or equivalent experience.
2. Minimum five years of experience performing administrative tasks and engaging in project coordination, preferably in a fundraising setting.
3. Knowledge of grant application processes, scoring criteria, funding cycles, and funding sources.
4. Exceptional writing and storytelling skills.
5. CRM Donor Database experience, Altru preferred.

Ethical Expectations:

The Stan Hywet Hall & Gardens Board of Directors and the President & Executive Director require that this position conduct the activities of the External Relations Division by implementing the highest standards of ethical behavior.  This behavioral standard applies specially to matters of confidential nature, donor confidentiality, a donor’s bill of rights, confidential information and the strictest allocation of gifts to intended purpose. The standard extends to personal and professional dealings with directors, staff, colleagues, benefactors, and all other parties who rely on the integrity of Stan Hywet Hall & Gardens.

Usual and Customary Expectations:

1. Prolonged erect seating, on average six hours a day.
2. Approximately two hours of standing and walking in an average workday.
3. Ability to move items up to 30 pounds.
4. Ability to maintain confidentiality. 
5. Some non-traditional hours required.




Acknowledgement:


													
Employee’s Signature								Date


													
Authorized Signature								Date




3
image1.jpeg
Stan

Hywet =

HALL& GARDENS





