Disability Network West Michigan
Job Description

POSITION:  

Communications Manager
LEVEL: 


Part-Time, hourly, Non-Exempt 
I. PURPOSE:  To help raise awareness of DNWM through implementation and design of the outreach, marketing, and resource development plans designed to fulfill organizational strategies. 
II. COUNTIES SERVED:  Primary (Muskegon); Newaygo, Oceana, Mason, Lake 
III. Essential responsibilities and duties:

1. Assist with the development, implementation and management of an annual resource development plan.
2. Represent DNWM at Community Collaboration meetings as requested to ensure DNWM representation.  

3. Direct and implement the organization’s annual giving campaigns. 
4. Give presentations to promote DNWM programs to organizations and groups. 
5. Work with staff to promote DNWM programs through written literature (i.e., brochures, letters to the editor [local newspapers], stakeholders’ newsletters, etc.).

6. Develop and maintain donor database and manage donor relations and stewardship.

7. Provide staff support toward outreach efforts representing DNWM. 

8. Identify and develop relationships with media personnel to identify opportunities to promote services, news and events hosted by DNWM. 

9. Develop and implement an annual marketing and outreach strategy. 

10. Develop and maintain organization’s website and social media accounts including content creation and curation. 

11. Develop and maintain media calendar of events.

12. Write and publish website, blog and newsletter content. 
13. Assist with other external and internal communications duties as needed.
IV. QUALIFICATIONS:
1. Education: 
Bachelor’s degree minimum. Four to Five years of nonprofit fund development experience preferred; related experience will be considered.
2. Experience: 
a. Public speaking, problem solving and program organizing.
b. Collaboration and coordination of services with community partners.

c. Report writing and data tracking and sharing.

d. Proficient with Office Suite, website content management, e-mail marketing and social media networks.  

e. Disability is not a requirement but is considered an asset in the performance of this job.

V.        Base skill set:
1. Experience presenting to small, medium and large groups.
2. Experience coordinating multi-organizational activities.
3. High energy, can-do attitude, flexibility, team oriented with a high degree of initiative. 

4. Knowledge of Microsoft Office software.

5. Strong verbal and written communication.

6. Knowledge of the Independent Living Movement.
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