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	POSITION:
	Development and Communications Coordinator

	CLASSIFICATION:
	Full-Time, Regular, Salaried, Exempt

	LOCATION:
	1101 W. Broadway Av, Minneapolis, MN 55411

	CLOSING DATE:
	August 9, 2010


AGENCY SUMMARY:

We are a community-based, venture oriented non-profit agency. Our purpose is to help people out of poverty by developing strong relationships with individuals and their families. The foundation of our work originates with engaging and merging multiple constituencies: neighborhood residents, sister agencies, government agencies, funding sources and anyone else who is interested in the health and viability of our communities.

REQUIRED QUALIFICATIONS:

· Bachelor’s degree or equivalent work experience.
· Ability to create collateral materials for fundraising, proposals, and public relations pieces.

· Minimum of 2 years of work experience in a communications/marketing position.
· Demonstrated fundraising experience.

· Experience working with donor databases, Raiser’s Edge experience preferable.

· Effective verbal and written communication skills.

· Strong attention to detail and editing expertise.

· Knowledge of Adobe Creative Suite and Web Management Software and HTML Formatting.

· Ability to plan, organize and implement meetings, forums, and special events.

· Ability to travel to various metro locations to attend meetings.

· Ability to work respectfully and communicate effectively with different cultures, groups, and languages.

JOB RESPONSIBILITIES:
· Design, preparation and production of promotional and informational collateral pieces including:
· Research reports and white papers

· Agency’s annual Capabilities Brochure

· 250-300 additional brochures, flyers, posters, newsletters, etc
· Web-based communications through Constant Contact email software
· Maintain relationships with vendors to ensure quality and competitive prices.

· Maintain the Agency’s web/social media presence; Website, Facebook Page, Twitter Feed, Blog and YouTube.

· Work with directors/managers to produce an analysis of each center and/or program.

· Create, plan, develop and/or produce special projects such as signage, videos, social media campaigns etc.
· Assist with planning events and campaigns.

· Maintain donor database of records and donations, and generate acknowledgement letters and accounting reports.
· Assist President with Board of Directors meetings including coordination, recording, plus clerical as assigned.
BENEFITS AVAILABLE (depending upon eligibility and policy):

	Paid Personal Leave
	Optional Health Care Plan
	Group Life Insurance
	Payroll Direct Deposit

	Paid Holidays
	Temporary Disability Bank
	Retirement Plan
	Flexible Spending Acct.

	Dental Insurance
	Group Disability Insurance
	Optional Tax Deferred Annuity
	Employee Assistance Prog.


	Send Resume and Cover Letter to:
	
	Application Forms Available at:

	Human Resources

414 S. 8th Street

Minneapolis, MN 55404
E-mail: mcw.jobs@mcwmn.org
Fax: 612-341-1653
	
	All Centers/Locations of Pillsbury United Communities or

Website:  www.puc-mn.org
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