AFP Charlotte Chapter

Executive Referral Service
Position Available
Florence Crittenton Services, Inc.

Development Specialist

Date Position Available:  August 15, 2010


Position Reports To:  Development Director

Position is:  Full Time 

Responsibilities: 

Database Management 

1. Process all contributions, track gifts and produce all donor acknowledgements and renewal notices.

2. Produce detailed reports analyzing the success of fundraising efforts. 

3. Maintain accurate records of donors and prospects, development activities, and provide regular tracking reports. 

4. Manage efforts to increase and maintain current email addresses.

Web Management 

Coordinate, design and manage all websites event announcements, invitations and ticket sales. 

Special Event Management  

Coordinate with the CEO, Development Committee, Director of Development and PR and Volunteer Coordinator to conceptualize, plan and manage agency events. 

· Young Friends of FCS 

1. Act as the Development Department liaison to the Young Affiliates.

2. Attend planning meetings and events. 

3. Maintain database files and on line ticket sales.

Public Relations 

Maintain a current media list for both print and internet.

Coordinating with various departments, update, maintain and order all agency promotional pieces.

· Speakers Bureau

1. Recruit speaking engagements. 

2. Coordinate times and places with the speakers and work with them on materials and speeches. 

3. Create and maintain speaking engagement information.

Qualifications:

· Strong and demonstrated skill with donor database management.

· Excellent skills with Microsoft Office, including Word, Excel, Publisher, Power Point

· Knowledge of direct mail and mail merge.

· Knowledge of webpage design.

· Grant Writing Experience and/or technical writing experience is preferred

· Strong interpersonal and organizational skills; positive, “customer-focused” attitude and skills; demonstrated ability to multi-task, to be able to set and follow identified priorities and to meet deadlines.

· Strong written and oral communications skills.

· Must be a self starter and capable of rapidly learning new assignments.

· Ability to be flexible with schedule in response to department needs.

· Desire to be part of an entrepreneurial team that is goal-oriented and innovative. 

· Four year college degree; 1-3 years experience with and/or interest in development, public relations and special events.

Application Procedures and Special Instructions:  
Email to jlisenby@fcsnc.org
Deadline:  July 16, 2010

No phone calls please.

FCS is an EEOC.

The Association of Fundraising Professionals-Charlotte Chapter (AFP/Charlotte) provides the Executive Referral Service as a service to the community.  It is not intended to be an endorsement or recommendation for any job candidates. 

