
 Marketing & Fund Development

Friendly House

The Supervisor of Marketing & Development will develop and implement a comprehensive marketing and fund development plan for the agency.  The Supervisor of Marketing and Fund Development reports to the Executive Director and serves as staff liaison to the Fund Raising Committee of the board of directors

Marketing and Public Relations

Increase general awareness and understanding of the mission of Friendly House and the value of participating in and / or supporting the programs and services

1.  Developing and maintaining an intimate knowledge of programs and services of the agency

2.  Developing and implementing a comprehensive marketing and public relations plan for                                                                                                             Friendly House including

· Coordinating public relations events, maintaining contact with the media and other public information forums.

· Developing and updating agency brochures, fliers, newsletters and video productions.
· Investigate / implement new methods of marketing including use of social marketing tools. 
3.
Maintain / update the Friendly House website

Fund Development

1.     Seek out new funding sources, contributions, and in-kind opportunities from local, regional, state and national sources. Work with staff in development of grants and requests for funds. 
2.
Coordinate the annual appeal drive for the agency

3.
Coordinate the major special events and other fundraising opportunities for the agency

4.
Coordinate and supervise volunteers who assist with special events, fundraisers, and other related agency activities such as special mailings, newsletter distribution, etc.

5.
Coordinate and manage grant calendar / strategy for agency. Work with other staff to organize grants.
6. Maintain collaborative relationships with Friendly House board and staff, and funding sources

7. Manage the donor software and data base for utilization in resource development

8. Serve as staff liaison for Friendly House board fund development plan. 
9. Represent the agency in organizations specializing in fund development, public relations, marketing

11. Submit necessary reports related to evaluation of grants, fundraising activities, and events

12.
Perform other duties that may be assigned by the Executive Director.

Qualifications

1.
Undergraduate Degree or equivalent required, preferably in Communications, Marketing,  Business or other related field.

2.
Experience in marketing, fund raising and development, preferably in the non-profit sector.

3.
Clear and demonstrated effectiveness in proposal writing, fund raising and marketing techniques, and public speaking  

5.
Ability to motivate people and build positive relationships with individuals from widely divergent backgrounds.

6. Ability to effectively manage and coordinate a variety of disparate activities.

7. Computer expertise, especially using programs related to publishing, database, and website design
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