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Child Care Connections - Job Description

JOB TITLE:  Development & Communications Coordinator
Updated by Jane on 7/2/17
I. Fundraising Duties
a. Partnering with Executive Director, board and outside resources to identify and implement development strategies 
b. Coordinating  Donor Stewardship

c. Create an annual fund development plan
d. Assisting Executive Director with grant writing and reporting 

e. Creating a strong fundraising message that appeals to potential donors 

f. Researching/Identifying and contracting prospective donors 

g. Planning/organization of fundraising events, including leading fund raising work groups, taking notes and communicating with committee members and vendors 
h. Generate, prepare, and complete direct mail appeals
i. Entering all donations and contacts with donors into donor database and preparing donor letters of acknowledgement for the ED
j. Ensuring that all legal reporting requirements are satisfied 

k. Train volunteers in fundraising procedures and practices 

l. Working with ED to evaluate the success of previous fundraising events 

II. Community Outreach/External Communications Duties
a. Public relations and marketing of organization; create an annual marketing and communications plan
b. Develop and implement an integrated strategic communications plan to advance Child Care Connections’ identity; broaden awareness of our programs and priorities; and increasing the visibility of our programs across key stakeholder audiences
c. Identify challenges and emerging issues faced by the organization. Work with leadership team and staff to recognize internal and external communications opportunities and solutions, and define and execute appropriate strategies to support them.

d. Collaborate with the ED and senior leadership to develop communications strategies that will broaden programmatic reach and deepen impact

e. Cultivating media relations; Preparing press releases and other external communications as needed 
f. Maintain social media channels and website by posting timely information, creating online events, and engaging with donors. Preparing press releases and other external communications as needed
g. Designing promotional materials and increase awareness of an organization’s work, goals, and financial needs.  Creating graphics and videos for support of the programs and events.
h. Preparing and sending written communication for members of the Board of Directors, donors, partners and stakeholders on behalf of the Executive Director 
JOB QUALIFICATIONS: 
· Preferably a B.A. or B.S. in Nonprofit Management, Communications, Marketing, English or related fields and/or two to four years of experience in development/communications
· Non-profit and grant writing experience

· Clear understating of the role data plays and the need for accurate reporting

· Proven speaking ability. Exceptional writing skills, ability to proofread/copy edit grant proposals and reports 
· Willingness to learn, understand, embody, and verbalize the mission and values of Child Care Connections

· Comfortable with the cultural needs of a diverse client base

· Strong Computer Literacy including Microsoft Office (PowerPoint, Excel, Word, etc.)

· Problem solving, interpersonal relations and communication skills

· Ability to work as part of a team in a positive, respectful and efficient manner

· Good judgement

· Ability to take initiative and work independently, and to adapt to shifting priorities
· Familiar with Bozeman/Helena area and resources

· Ability to attend events as required – evenings, weekends, and daytime included







1600 Ellis Street, Unit 1A ∙ Bozeman, MT 59715 ∙ 406 587-7786 ∙ 800 962-0418 ∙ Fax: 406 587-1682








