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Position Title: Communications Specialist
Department: Advancement

Reports To: Senior Manager of Advancement
FLSA Status: Exempt

POSITION OBJECTIVE

The Communications Specialist advances the mission of ICCF Community Homes by protecting
and promoting the ICCF brand through clear, consistent and timely communications. The position
coordinates organizational messaging, marketing campaigns, printed and digital materials, social
media, website updates, video projects and communications support for events. Working under the
Senior Manager of Advancement, the Communications Specialist collaborates with Advancement
staff, other departments and outside vendors to ensure ICCF's communications reflect
organizational priorities and brand standards.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned.

e Draft and edit key written and electronic communications for the organization, including
press releases, major donor letters, targeted mailings and other communications as
assigned.

e Manage the annual calendar of Advancement communications, projects and campaigns.
Establish and monitor deadlines and work with the Annual Giving and Volunteer
Engagement Manager, other Advancement staff, outside agencies and organizational
partners to support timely implementation.

e Serve as the print project coordinator with marketing agencies and printers. Review
communication materials, coordinate revisions and approvals, and help ensure printed
pieces are produced, delivered and mailed on schedule.

e Coordinate social media messaging and media monitoring with outside agencies or
vendors, helping maintain consistent messaging and an active organizational presence.

e Manage website updates and coordinate with departments to keep organizational content
current and consistent with ICCF messaging and brand standards.

e Assist the Senior Manager of Advancement, Vice President of Advancement and external
vendors in developing meaningful video and storytelling content for the organization.

e Maintain ICCF's internal messaging resources and branding guide. Provide brand and
messaging guidance to staff and Board members and serve as a communications resource
for departments across the organization.

e Track ICCF's published brochures, marketing materials and organizational resources.
Coordinate updates, redesigns and inventory needs with appropriate staff and vendors.

e Lead or coordinate marketing and communications meetings, maintain follow-up items
and help keep communication projects moving across the organization.

e Assist the Advancement team and event planner with communication, scheduling and
planning for fundraising, donor and volunteer events, including support for large-scale
organization-wide events as assigned.
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e Coordinate with Advancement staff responsible for annual giving, planned giving, donor
engagement and volunteer engagement so fundraising and stewardship communications
are consistent with ICCF's overall messaging and communication calendar.

e Support the Senior Manager of Advancement with communications-related special projects
and other duties as assigned.

SUPERVISORY RESPONSIBILITIES

This position has no supervisory responsibilities.

QUALIFICATIONS & SKILLS

The successful candidate must possess a Bachelor's degree (B. A.) or an equivalent combination of
education and experience and at least 3 to 5 years of experience in communications, marketing,
public relations, nonprofit development or a related field. Strong written and verbal
communication skills, experience coordinating multiple projects and deadlines, and working
knowledge of websites, social media, branding and external vendors are preferred. Event planning
a plus. Other combinations of education and experience may be acceptable.

Functional/Technical Knowledge, Skills & Abilities Required

e Maintain complete confidentiality regarding all department and donor information.

e Possess a valid Michigan driver’s license.

e Strong focus on written and verbal communication skills.

« Knowledge of maintaining websites and other social media.

e Strong organizational and project-management skills with the ability to coordinate multiple
priorities, deadlines, approvals, and communication projects.

» Ability to work effectively with outside agencies and vendors and to review communications for
accuracy, consistency, brand alignment, and quality.

Mathematical Skills
e Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers,
common fractions, and decimals. Ability to compute rate, ratio, and percent.

PHYSICAL DEMANDS
The physical demands described here are representative of those that must be met by an employee
to successfully perform the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.
e While performing the duties of this position, the employee is regularly required to talk or hear;
frequently required to sit, stand, walk, and use hands to finger, handle, or feel; and occasionally
required to reach with hands and arms and lift or move up to 25 pounds.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually quiet.
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COMPENSATION & BENEFITS

Target salary is approximately $50,000. Eligible employees receive a comprehensive benefits
package that may include medical, dental and vision insurance, paid time off, retirement benefits,
and professional development opportunities.

ICCF Community Homes is an equal opportunity employer. We value diversity and do not
discriminate on the basis of race, religion, color, national origin, gender, sexual orientation, age,

marital status, veteran status, disability status, or other status protected by applicable law.

To apply: please send a cover letter and resume to hr@iccf.org.



