Fundraising and Marketing Coordinator

This position is for an Individual with the ability of developing best practices and executing them in an ever-changing, fast paced, stressful and noisy environment, capable of communicating directly with the Executive Director, Board of Directors and supporting staff with enthusiasm and values in line with Caring Hands mission.

Responsible for obtaining gifts, community outreach, supporting events as well as developing our membership and holiday direct mail campaign.
Other functions would include but not limited to, designing the creative copy for established advertising, designing bi-monthly newsletter in multi-media format and updating website. 
The ideal candidate will have:
Strong organizational skills with attention to detail

Flexibility and adaptability in work assignments and schedule including working some weekends and evenings
Able to handle difficult situations with tact and honesty

Exceptional oral presentation and writing abilities

Dependability and punctuality 
Completion of assigned duties in a timely manner

Develop, maintain and strengthen partnerships 
Demonstrated ability to prospect and secure donations

Effective use of computer software including: MS Office including Access 2007, Adobe InDesign, Photoshop & Dreamweaver (cs4), Basic familiarity with HTML & CSS
Additional software knowledge and computer skills that will prove useful: Adobe Illustrator & Flash, Adobe Fireworks, Video editing, Java & Pearl scripting.

